	
	Your Name

236 St. George Street

Moncton, NB  E1C 1W1

(506) 862-0230



	OBJECTIVE
	Office Support / Customer Service



	HIGHLIGHTS OF QUALIFICATIONS


	· Extensive experience in various office environments
· Acquired an excellent reputation as a communicator
· Fluently bilingual; computer literate; eager to learn
· Results-oriented person who values excellence and has high standards
· Enthusiastic, eye for detail, resourceful, and a good team player
· Organized and capable of handling a wide variety of tasks


	PROFESSIONAL EXPERIENCE

	Administrative / Office Support

· Control an inventory of miscellaneous items to be sold 

· Provide clerical and administrative assistance

· Prepare for meetings and took the minutes of these meetings

· Made necessary travel arrangements 

· Prepare promotions and catalogues on a regular basis

· Type various documents including press releases and feature articles

· Operate all basic office equipment: fax machine, photocopier, etc.

Customer Service

· Communicate with suppliers to obtain equipment information 
· Receive incoming call and redirect to appropriate person
· Greet clients and book reservations
· Conduct telephone contacts with clients
· Verify and process incoming credits from various stores

· Ensure quality control checks of produce



	WORK HISTORY
	Administrative Assistant

 Co-op Atlantic (Engineering Dept.) – Moncton, NB 2000

Administrative Clerk

 Co-op Atlantic (Meat Dept.) – Moncton, NB 1999-00

Customer Service Rep / Assisting the Buyers 

 Co-op Atlantic (Produce Dept.) – Moncton, NB 1996-99

General Office Clerk Co-op Atlantic (Petroleum & 

General Merchandise Dept.) – Moncton, NB 1992-96
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