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WORK OBJECTIVE

Administrative Assistant / Medical Secretary

HIGHLIGHTS OF QUALIFICATIONS

· Twelve years experience as an administrative and medical secretary

· Excellent and accurate typing skills; 70-80 wpm

· Skilled at handling multiple tasks with constant interruptions

· Strong communication and interpersonal skills; enjoy helping people

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

· Very professional, confidential, with strong work ethics

ACCOMPLISHMENTS

· Performed complete administrative and secretarial functions for Senior Vice-president, Assistant General managers and Vice-President of Scotiabank

· Acquired and maintained a general knowledge of nine assigned departments in Scotiabank

· Assumed responsibilities for two additional positions in Pharmacy Office

SKILLS & EXPERIENCE

CLIENT RELATIONS/CUSTOMER SERVICE

· Answered, screened and forwarded telephone calls

· Interacted daily with all levels of management, clients and patients

· Handled the public and important visitors with professionalism and sensitivity

· Maintained a calendar of appointments and meetings as well as preparing and assembling background documents required for meetings

ADMINISTRATION

· Prioritized workload under management and customer service representatives

· Trained staff on computer and office equipment

· Assisted in research and conducted surveys

· Scheduled agendas and made national and international travel arrangements

· Arranged meetings and organized catering for up to 20 people

· Created a 1-800 brochure in both English and French using WordPerfect
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SKILLS & EXPERIENCE (continued)

OFFICE DUTIES

· Typed, transcribed and processed correspondence and documents, specializing in medical terminology

· Ordered office supplies and maintained inventory

· Organized and managed filing systems

· Opened, sorted and distributed incoming mail

· Prepared and processed highly confidential documentation

COMPUTER SKILLS

	· Windows 98
	· WordPerfect 8

	· Corel Office 8
	· Quattro Pro

	· Lotus Smart Suite 97
	· Microsoft Word 97

	· Presentations 7
	· Excel 5.0

	· Internet and e-mail
	· 


WORK HISTORY

	Senior Secretary
	Bank of Nova Scotia
	Toronto, ON
	1997-00

	Medical Secretary
	St. Joseph’s Health Centre
	Toronto, ON
	1993-97

	Medical Secretary
	Nova Scotia Rehabilitation Centre
	Halifax, NS
	1992-93

	Operations Secretary
	Bell & Howell
	Toronto, ON
	1990-91


EDUCATION & TRAINING

	Medical Secretary / Transcriptionist
	Holland College
	Charlottetown, PE
	1989

	Leadership Now
	St. Joseph’s Health Centre
	Toronto, ON
	1997

	Customer Service
	St. Joseph’s Health Care
	Toronto, ON
	1996
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