ELEANOR BINDER
420 Cite Des Jeunes Blvd, Unit 402A, Gatineau, QC J8Z 1L3
EMAIL: eleanor.binder@gmail.com  or  EBinder@cegep-heritage.qc.ca
PHONE: (613) 262-8483
Human Resources Department
Potential Host Organization
Your Address
Ottawa, ON K2P 0X0

February 13, 2009

Dear HR Representative:

Re: Work term employment as an office administrator or related position.

I am currently enrolled in the Bilingual Office Administrator program at Heritage College in Gatineau Quebec under the auspices of Emplois Quebec. This is a fulltime program that started in mid August 2008 and lasts till mid May 2009. The final component of the Bilingual Office Administrator course is a 10 week work term project. Each student must enlist a host organization which is willing to have us work for and with them, to receive on the job training and to help hone our skills in a real work environment. The employer must be willing to work in conjunction with the College to evaluate the student’s performance.

I have conducted much research and am placing your organization on my top three list. I wish to offer my skills and knowledge to your organization. I can work for your organization voluntarily and still earn my school stipend from Emplois Quebec. The work term project takes place from May 19 to July 30, 2009. These are rough dates and can be adjusted.

I am definitely able to fullfill positions that you have within your organization such as: administrative assistant, office administrator, office coordinator, website design coordinator, and web site & graphic design coordinator.

For more information please see my curriculem vitae (attached) and my web site:
http://www.ottawa-dot-see-eh.com/employment/index.html 

The Heritage College web site is also a good source of information at:
http://www.cegep-heritage.qc.ca/ContEd/coop-employers.htm 

Bernard Pigeon is the work term coordinator for the Continuing Education Program at Heritage College. He can be reached at telephone: 819-778-2270, ext 2804 or email: bpigeon@cegep-heritage.qc.ca 

I look forward to speaking with you about this proposal and I certainly hope that we will work together for my 10 week work term project. My resume will show that I can bring some amazing and diverse skills to your organization. Please contact me any time at your convenience, 613-262-8483.

Regards,

Eleanor Binder
EB:eb

ELEANOR BINDER
420 Cite Des Jeunes Blvd, Unit 402A, Gatineau, QC J8Z 1L3
EMAIL: eleanor.binder@gmail.com  or  EBinder@cegep-heritage.qc.ca
PHONE: (613) 262-8483
OBJECTIVE

Having enjoyed a long term career as a customer service representative, looking to transition into the role of Office Administrator in a fast paced, growing company where quality and excellence are paramount to the customer experience. Extremely versatile lateral experience includes coordination, fundraising, assisting, web design, help desk, and marketing.

LANGUAGES

· Fluent in English, functional in French
EDUCATION

· Heritage College 
August 2008 – May 2009
Gatineau, Quebec
Bilingual Office Administrator Program (Continuing Education)
Work Term Coordinator: Bernard Pigeon
Telephone: 819-778-2270, ext 2804
Email: Bernard Pigeon bpigeon@cegep-heritage.qc.ca
· Computech Career College 
August 2000 - January 2001 
Ottawa, Ontario
Web Design and E-Commerce
COURSES AT HERITAGE COLLEGE

· Introduction to Human Resources, Business Law, Management Principles, Office Administration, Accounting, Business Communication, Microsoft Office I, II, III, Marketing, Computer Systems, Orientation to the Workplace, Français des Affaires I, II, III, Proposal and Report Writing

TRAINING

· Union Steward School 1995 Toronto, Ontario
SOFTWARE

· MSWord, Excel, PowerPoint, Access, Outlook, FrontPage, Adobe Reader, Photoshop, Macromedia Dreamweaver, Flash, FireWorks
PC and INTERNET SKILLS

· PC skills include email, spreadsheet, FTP protocol, Windows 2000/2002/XP, Firefox, data entry, research of databases and online information, document preparation.

PROGRAMMING

· Hypertext Mark-up Language (HTML), JavaScript, Cascading Style Sheets (CSS)
OFFICE EQUIPMENT

· Highly computer literate, operation of cameras, scanners, fax machines, copiers, printers, Lucent phone system

ACTIVITIES

· Hiking, bicycling, gardening, web design, painting, photography
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WORK EXPERIENCE

· Customer Service Representative and Call Center Agent:
Eleven years of experience doing the following:
· Talented and dependable customer agent, skilled in all aspects of customer management within call center environments.

· Listening to, educating and marketing to the customer, of sales options available to them and helping to focus the customer to his final decision.

· Results oriented with proven ability to provide complete and satisfactory customer service, to work proactively in identification, resolution of customer issues.

· Proficient in the learning of new and adapting to changing products and procedures.

· Generating and closing sales, analyzing warranty and contract information.

· Capturing and data entry of information, processing sales.

· Prioritizing and initiation of escalation procedures.

· Instilling trust and respect of the organization’s brand.

· Excellent communication skills by telephone and email.

· Webmaster Assistant and E-Commerce: One year of experience in e-commerce based companies. Approved updated and created graphics, advertising copy and stories on websites. Ensured update, FTP protocols, security checks and deadlines were met. Handled online support chat, email requests and inquiries. Processed online sales thru Neteller and Paypal.
· Coordinator: Eight months of experience as a fundraising and program coordinator. Wrote 50 fundraising proposals. Increased CRCA magazine subscription by 3000. Marketed canoeing programs and meeting hall facilities. Updated website and created user facilitated donor pages. Resulted in revenue of 12,000.
EMPLOYMENT HISTORY

April 2007 – April 2008
One year of contract experience

 Ottawa, Ontario
Customer Service Representative
March 2004 – March 2007
SITEL-Canada (Hewlett Packard Contract)
Ottawa, Ontario
Call Centre Agent for Out of Warranty Printers
 and Handheld PC Status Team
August 2003 – January 2004
Canadian Recreational Canoe Association 
Merrickville, Ontario
Fundraising Coordinator
September 2002 –March 2003
E-Ban Commerce Web Enterprises 

Toronto, Ontario
Customer Service Representative

October 2001-March 2002
Virtual Services Inc



Toronto, Ontario
Web Master Assistant

October 1999-March 2000
Optel Communications


Toronto, Ontario
Customer Provisioning Support Agent

March 1993 - July 1999
Interactive Media Corporation


Toronto, Ontario 
(name is now Lavalife) 
Customer Service Representative
and Help Desk Support
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