NAME

236 St. George Street, Moncton, NB  E1A 1A1

Tel: (506) 000-0000, Email: name@nbnet.nb.ca

 WORK OBJECTIVE

Administrative Assistant

HIGHLIGHTS OF QUALIFICATIONS

· 12 years experience in providing administrative support

· Proficient in MS Office 2000, Excel and PowerPoint

· Coordinate and organize multiple tasks and deadlines

· Excellent oral and written communication skills

· Strong team building and supervisory skills

· Motivated and initiate on-going learning

PROFESSIONAL EXPERIENCE

Management / Administration

· Wrote correspondence and letters to corporate clients and developed spreadsheets for CEO’s 

· Prepared confidential financial reports for Chief Financial Officers and CEO’s

· Compiled and created annual operating budgets, cash flows, cost submissions and progress reports

· Developed proposals for perspective clients

· Tracked transportation costs, utilizing MS Excel spreadsheets

· Verified invoices for accounts payable

· Coordinated work flow for administrative support staff

· Organized travel arrangements for executives

Client Relations / Communication

· Negotiated rates with various transportation companies and clients

· Presented proposals to perspective rental clients

· Coordinated various actions in accordance with corporate client direction

· Oversaw the organization of  meetings and receptions for corporate business associates

· Liaised between administrative staff and technical / operational management

· Communicated with customers, corporate clients and federal government agencies

· Coordinated distribution of product with corporate clients

· Ensured quality and customer service at all times

Computer Skills

	· MS Office
	· WordPerfect
	· Spectra EIS

	· MS Excel
	· Lotus 1-2-3
	· Case Ware

	· PowerPoint
	· Quick Books
	· Mapper (Unisys)

	· Internet
	· Quatro Pro
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WORK HISTORY

	Administrative Assistant
	Ward Foods Limited – Scoudouc, NB


	1998-01



	Office Manager
	Canadian Auction Group – Moncton, NB


	1996-98



	Administrative Assistant
	Homburg / Dover Group of Companies – Dartmouth, NS


	1991-96



	Contract Administrator
	IMP Group Ltd. – Halifax, NS


	1989-90



	Administrative Supervisor
	IMP Group Ltd. – Halifax, NS
	1980-89


TRAINING
	Quickbooks Accounting
	Academy of Learning – Moncton, NB
	1998



	MS Word, Excel, PowerPoint, WordPerfect,

Lotus, Windows and

Quatro Pro
	Sigma Computer Training – Halifax, NS
	1993


COMMUNITY INVOLVEMENT
	President
	Maritime Candlelighters Childhood Cancer Association – Halifax, NS


	2 year term

	Secretary
	Maritime Candlelighters Childhood Cancer Association – Halifax, NS


	2 year term

	Secretary / Director
	National Candlelighters Childhood Cancer Association – Halifax, NS


	2 year term

	Secretary / Director
	Social Society IMP Group – Halifax, NS
	2 year term


EDUCATION
	Early Childhood Diploma
	Nova Scotia Teacher’s College – Truro, NS
	1979



	High School Diploma
	Graham Creighton High School – Dartmouth, NS
	1976


“She demonstrated a keen desire to learn…her personal and business work habits were excellent and she worked well with fellow employees.”
· Frank Matheson, Homburg Atlantic Inc. 
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