NAME

WORK OBJECTIVE

Administration Assistant

HIGHLIGHTS OF QUALIFICATIONS

· 9 years administrative experience
· Strong planning, coordination and organization abilities
· Exceptional communication and interpersonal skills

· Proven record of dependability with increasing responsibilities

· Proficient in Microsoft Word, WordPerfect 7, Microsoft Access, AccPac, E-mail and Internet
· Certified as a Customer Service Workshops facilitator 
PROFESSIONAL EXPERIENCE

Tourism Careers for Youth Coordinator (2001-02)
Hospitality Newfoundland and Labrador – St. John’s, NL  
2000-02

Develop, implement and evaluate the Tourism Careers for Youth Program 

– an employment strategy for post-secondary and unemployed youth

· Developed guidelines and plans for delivery of program

· Recruited youth trainers, employers and participants

· Assessed and interviewed youth trainees and employer applicants

· Coordinated training, meetings, tracking of participants

· Evaluated results of project throughout the life of the project

· Provided monthly status and final reports
Project Development Assistant / Financial Administration Assistant (2000-01)
Hospitality Newfoundland and Labrador – St. John’s, NL 


Support Professional Development team and accountant with various administrative duties 

· Assisted Project Coordinators in programs / initiatives for the Professional Development Team

· Coordinated training workshops and other professional development opportunities

· Managed Professional Development databases
Sales / Promotion Assistant (1999-00)
NewCap Broadcasting Incorporated – St. John’s, NL  
1996-00

Provided support varying from organizing events to development of promotional packages to 

daily assistant of sales team

· Assisted General Sales Manager in organizing programs

· Assisted sales people in packaging, research and typing proposals

· Provided administrative support which included Accounts Payable and maintenance, 

Switchboard relief, Data Processing
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PROFESSIONAL EXPERIENCE (continued)

Receptionist (1996-99)
NewCap Broadcasting Incorporated – St. John’s, NL  


· Answered and forwarded telephone calls

· Typed various correspondence: reports, minutes, letters, invoices and other material

Receptionist (1992-96)  
Atlantic Canada Opportunities Agency – St. John’s, NL  
1992-96

· Answered and forwarded telephone calls

· Typed various correspondence: reports, minutes, letters, invoices and other material  

EDUCATION AND TRAINING

Train-the-Trainer - Communications Skills - Super Host – 

Responsible Alcohol Service (2002)
Hospitality Newfoundland and Labrador, NL  
2001, 2002

Senior Friendly Customer Service / Super Host Customer Service / 

Introductory Sales Skills / Communication Skills / First Things 

First Time Management (2001)
Hospitality Newfoundland & Labrador, NL  
Fundamentals of Accounting (2002)
Keyin College – St. John’s, NL  
1998, 2002
Microsoft Access Training Program (1998)
Keyin College – St. John’s, NL  
Conversational French – Level 1

College of the North Atlantic – St. John’s, NL  
2002

Word Perfect Training Program

Atlantic Canada Opportunities Agency  - St. John’s, NL  
1992

Travel and Tourism Diploma

Canadian Career Institute – St. John’s, NL  
1988

High School Diploma

Ascension Collegiate High School – Bay Roberts, NL  
1987

1222 Main Street


Moncton, NB  E1E 1E1


(506) 000-0000
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