NAME
1 Street, Sudbury, ON  XXX XXX
Home:  (xxx) xxx-xxxx      E mail:  xxxxxxx@sympatico.ca
	Profile
	Motivated self-starter with an eagerness to take on new challenges.  Strong customer focus and experience in managing / coordinating several detailed projects simultaneously.  Excellent written communication skills.  Applied knowledge of various computer programs such as Microsoft Word, Excel, Windows, Outlook and Internet.  Experience as a supervisor and management representative.
Organized  *  Positive  *  Team Player

Class “G” Driver’s Licence  *  Reliable Vehicle


	Professional 
Experience

Committed to professional 
excellence, 
appearance 

and manner

Positive and 
courteous with management, 
support staff

and customers 

Resourceful, 

confident and 

decisive under 

stressful 

conditions

    
	Company Name, Sudbury, Ontario
Payroll Clerk / Secretary                                                                      2005 - 2008 

-  Assisted in the preparation and maintenance of payroll schedules 

   and timesheets for shop employees 

-  Liaised with customers and internal staff on a daily basis

-  Assisted in the monitoring, reviewing and analysis of the status 

   and schedule of payroll timecards  

Company Name, Sudbury, Ontario
Casual Office Clerk (Clerical & Technical)                                         2001 – 2005
· Greeted and directed people to contact or service areas 

· Obtained and processed information required to provide service 

· Answered, screened and forwarded telephone calls 

· Performed clerical duties such as filing, sorting and distributing mail

Company Name, Sudbury, Ontario 
General Duties Clerk                                                                             2000 – 2000 

-  Organized and managed daily output for new employees
-  Trained and coached new employees with their assigned tasks
-  Data Entry of return information 

-  Responsible for initial processing of incoming tax returns, order of

   attachment, sorting return, selection, sorting and distributing mail
Company Name, North Bay, Ontario
Resource Associate / Client Representative                                      1993 – 1999
-  Performed all administrative activities supporting business objectives to an
   organizational entity

-  Assessed customer needs and recommended appropriate products and services 

-  Resolved and coordinated all complaints, complex or unusual to the customer’s 
   complete satisfaction 

-  Retrieved and tracked incoming orders and sorted and prioritized 

   them to ensure orders were processed on time

-  Increased and protected market share by selling and promoting 

   company products and services

        


NAME
1 Street, Sudbury, ON  XXX XXX

Home:  (xxx) xxx-xxxx      E mail:  xxxxxxx@sympatico.ca
	Education
	Community College
Accounting Courses
Ontario Business College

Customer Service Representative Program
High and Vocational School

Ontario Secondary School Diploma
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