NAME


14641 66th Avenue,  Surrey, BC  V3S 0Z4
Phone: 604.716.4027

OBJECTIVE:  A position as a Receptionist / Office Administrative Assistant

HIGHLIGHTS OF QUALIFICATIONS

· Four years of solid experience in office administration, reception and customer service

· Skilled at building professional relationships with customers, colleagues and management

· An effective communicator who delivers and maintains quality customer service and care

· Results oriented and productive team player who meets deadlines and achieves goals

· Fluent in three languages and skilled at dealing with people from diverse cultural backgrounds

· Proven ability to learn quickly, apply new techniques and skilled at working in a busy environment

RELEVANT SKILLS

Customer Service and Communication Skills

· Handling customer inquiries in a professional and courteous manner at all times

· Speaking, reading and writing skills in three languages: English, French and Spanish

· Providing accurate and detailed information regarding services, schedules and rates

Office Administrative Skills

· Proficient using Word, Excel, Outlook Express and the Internet

· Solid knowledge of Simply Accounting, Power Point, Access, Vision and Lotus Notes

· High level of manual dexterity; accurate and efficient typing speed of 50 words per minute

Conference and Meeting Planning

· Coordinating services and negotiating service contracts regarding conferences and meetings

· Organizing participants registration; preparing promotional material, equipment and supplies

WORK HISTORY

Receptionist / Office Administrative Assistant – ABC Company, Surrey, BC
2003 to Present
· Supervised and trained staff on policies, procedures and in use of current software

· Received and recorded payments for services, processed credit card and cheque transactions

· Co-ordinated and answered a busy ten line switchboard, recorded messages and forwarded calls

Executive Assistant / Conference and Event Planner – NT International, Vancouver, BC
2003

· Created manual and computerized information systems, mailing lists and databases

· Maintained accurate reports, documentation and efficient record keeping systems

· Prepared financial reports for Executive Directors, compiling and distributing minutes

Receptionist / Executive Assistant – Air Canada, Vancouver, BC
1999 to 2000
· Coordinated travel and accommodation itineraries for senior management

· Scheduled and confirmed appointments and meetings of management personnel

· Participated in staff meetings, promoted and discussed in conferences and training seminars

EDUCATION AND TRAINING

Secretarial / Computerized Office Assistant Diploma – Pitman Secretarial College
1999

Secondary School Diploma – Queen Elizabeth High School
1994

REFERENCES: Available Upon Request

