Jean Doe
145 Pathways St., London, Ontario, N6A 5J3

(519) 555-4358

Objective: An administrative assistant position 
Qualifications:

· More than 10 years’ effective experience providing administrative support

· Superior organizational skills and effective time management ability

· Skilled in all Microsoft Office applications
· Creative and outgoing team player, with ability to work independently

· Excellent ability to manage deadlines through effective prioritization and time management

Related Experience

Administrative Assistant The University of Windsor, Windsor, ON 
2003

· Worked effectively in all Microsoft Office 2007 applications
· Answered phones politely and professionally and directed clients to appropriate departments

· Researched misdirected payments, credited to proper accounts and notified credit department

· Filed, sorted, distributed incoming and outgoing mail, and dealt with couriers

· Assembled information packages for prospective students

Administrative Assistant, Southwest Bank, Windsor, ON 
1990 – 1997

· Processed money orders, accounts, payables, receivables and bank drafts, balanced cash, and opened and closed accounts

· Arranged for service of office equipment and purchased office supplies

· Scheduled routine service and recall work on a fleet of up to75 vehicles and trucks

· Prepared inter-branch memos, paperwork, forms, letters related to contracts and tenders for branches across Canada

· Entered alpha numeric and numeric data for accounts receivable for payables of up to $5,000,000.00 per day

Purchasing Assistant, John Deere, Welland, ON
1987 – 1990

· Trained staff members in operation of various types of office equipment 
· Assigned duties to staff members, utilizing their areas of strength

· Developed detailed outlines for various duties to assist staff in proper completion of procedures

Education

Microsoft Excel, St. Clair College, Windsor, ON
 2002

General Arts and Sciences Diploma, St. Clair College, Windsor, ON
1987


Major in Business Administration

