CONFIDENTIAL-PROPERTY OF PROMINENT PERSONNEL


CAREER GOAL
To join a company in an administrative role, working from home two to three days a week using my previous work experience.
ATTRIBUTES
hard-working, reliable, trust-worthy, organized, detail-oriented, honest, loyal
WORK HISTORY
May 2005 to July 2008
ADMINISTRATOR 
While working at the global oil and gas/energy search firm I held a variety of responsibilities. In this position I worked from home and primarily assumed the role of keeping Candidates apprised of seminars, career opportunities and services available. My duties included strong written communication skills and attention to detail for maintaining the organization’s website content, coordinating seminars, and corresponding with Candidates. Additional responsibilities included keeping the Contact Manager database current along with researching of many on-going projects for the President.

November 2003 to May 2004

RESOURCE ASSISTANT 
While working at the business advisory and professional support organization for bottom line decisions makers I held a variety of responsibilities. Primarily in this position I assumed the role of assisting more than 50 Chairmen and their Speaker with the monthly speaking engagements. My duties included strong verbal and written communication skills for managing travel, hotel accommodations and car rentals, compiling evaluations, maintaining Speaker profiles and reviewing invoices for reimbursement.

March 2003 to August 2003
MARKETING ASSISTANT 
While working at the financial planning organization I held a variety of responsibilities. Primarily in this position I assumed the role of assisting the Branch Manager and the Associates in the office. My duties included maintaining client portfolios, transcribing correspondence, case preparation, purchasing for the branch, invoice and cheque processing, directing incoming calls, arranging meetings, cleaning and closing of the office.

November 1995 to November 2002

EXECUTIVE ASSISTANT 

While working at the software development organization I held a variety of responsibilities starting in an Administrative Assistant and worked my way up to an Executive Assistant role. Primarily in this position I assumed tasks to free up the workload of internal customers to allow them the time to build and support the products. My duties included strong verbal and written communication skills for drafting correspondence, assisting with human resource recruiting, completing applications, coordinating meeting events, arranging travel arrangements and making small purchases.

January 1994 – September 1995

ADMINISTRATIVE SUPPORT ASSISTANT to PRODUCTION & ADMINISTRATIVE SUPPORT FLOATER 
While working at a fertilizer processing plant, the initial hiring was for a six-month maternity leave for Administrative Support in the Production department. At the completion of the leave I remained on board with a number of short-term contracts. 

In the “floater” role that was created I was assigned temporary support positions within the organization. I worked in the following departments, Maintenance, Payroll, Accounts Payable and Support to the Vice President. I was also responsible for training new Receptionists.

May 1992 to August 1992
RECEPTIONIST 
This was a co-op education work term, and consequently requested back for further coverage for Christmas and Summer vacation relief. I was responsible for incoming calls, interacting with customers and assisting the Administrative Assistants in the day-to-day running of the office.

EDUCATION
Diploma – Office Automation/Administration, 1993

Certificate – Office Education, 1992

Diploma – High School Graduation, 1991
HOBBIES/

INTERESTS
hockey, ringette, slo-pitch, water sports and spending time with family
ASSOCIATIONS
Alberta Ringette Association

Coach and play
Community Slo-pitch Leagues
Play on co-ed teams

Corporate Challenge


Participate in city-wide annual event

Heart & Stroke


Participate in company fundraiser
Social Committee


Member of employee social committee

Student Association


College Class Sports Representative
S.R.C.




High School Student Representative Council
