NAME

236 St. George Street

Moncton, NB  E1A 1A1

(506) 000-0000  E-mail:name@nbnet.nb.ca

WORK OBJECTIVE

Entry Level Management / Administration

HIGHLIGHTS OF QUALIFICATIONS

· Bachelor of Business Administration from Université de Moncton

· Highly motivated to achieve set goals; willing to assume responsibility

· Communicate and collaborate with a wide range of personalities in both official languages

· Able to accurately establish priorities and adapt quickly to changing needs

· Effective working alone or as a cooperative team worker

ACHIEVEMENTS & EXPERIENCE

· Researched a local company, planned and conducted a survey which demonstrated the satisfaction and the needs of their customers

· Implemented a procedure / guideline booklet while working with a volunteer committee

· Developed, planned and presented an advertising / promotion plan for the Adult Education Program of Université de Moncton

· Contributed and actively participated on an executive counsel, responsible for the fundraising of $50,000 donated to three local non-profit organizations

· Participated in decisions relating to fundraising, budgetary programs, and operations of the Moncton Boys’ and Girls’ Club

· Inspected, modified and helped plan repairs of freight cars

Computer Skills

	· Word
	· C ++
	· Excel

	· SPSS
	· Access
	· Minitab

	· PowerPoint
	· Win QSB
	· Visual Basic

	· Internet and E-Mail
	· Simply Accounting
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EDUCATION

	Bachelor of 

Business Administration
	Université de Moncton – Moncton, NB
	1999


PROFESSIONAL AND VOLUNTEER HISTORY

	Director / Committee Member


	Moncton Boys’ and Girls’ Club – Moncton, NB
	1997-present

	Executive Member 


	Fundraising Organization – Moncton, NB
	2000

	Assistant Coach


	Moncton Minor Soccer – Moncton, NB
	1999

	Treasurer


	La Bamba Dance Club – Moncton, NB
	1994-96

	Inspections / Modifications / Repairs


	Canadian National – Moncton, NB
	1974-96


INTERESTS

	· Dance Sport Competitor 


	· Bicycling
	· Salmon Fishing

	· Walking
	· Photography
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