NAME

236 St. George Street

Moncton, NB  E1A 1A1

Tel.:  (506) 000-0000

JOB OBJECTIVE:  Secretary/Administrative Assistant

HIGHLIGHTS OF QUALIFICATIONS

· Over 2 years experience in an office environment
· Office Technology Diploma
· Knowledge of various software:  Word, WordPerfect, Excel, Lotus 123, Windows
· Excellent written and oral communication skills in French; functional in English
· Effectively establish priorities
· Organized, punctual and dependable
PROFESSIONAL EXPERIENCE

Office Management

· Assisted directors
· Developed a filing system
· Prepared and coordinated mail merge
· Wrote, typed and sent letters, memos and faxes
· Managed and updated client files
Customer Service

· Evaluated customer needs to ensure satisfaction
· Organized and coordinated various activities
· Solved problems and complaints effectively
· Organized and provided information to various groups
NAME
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WORK HISTORY

	Secretary/Receptionist
	Multicultural Association of Greater Moncton Area, Moncton, NB
	1999-00

	Supply Teacher
	School District 1, Shediac, NB
	1998-99

	Secretary Practicum
	Alexis-Nihon Enterprise, Montreal, QC
	1998

	Call Center Representative
	Marusa Enterprise, Montreal, QC
	1997

	Practicum
	London Life, Montreal, QC
	1996

	Teacher
	National Institute of Commerce, Alger
	1986-90

	Secretary
	Socaram Enterprise, Alger
	1982-84


EDUCATION

	Office Technology Diploma
	Mother House College, Montreal, QC
	1998

	Mutual Funds Investment Certificate
	IFIC, Montreal, QC
	1996

	Life Insurance Certificate
	London Life, Montreal, QC
	1996

	Master’s Degree in Law
	Université de Besançon, France
	1984 86

	Bachelor in Law
	Université d’Alger, Alger
	1979
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