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Bilingual Office Administrator

Objective: Having enjoyed a long term career as a customer service representative, looking to transition into the role of Administration Assistant 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.

	Areas of Strengths
	Professional Career

	
Document Preparation & Execution
Office Administration

Business Communication

Proposal and Report Writing

	
Customer Service Representative
2007 - 2008
One year of contract experience

· Handled inbound calls for information requests, account status and processing of payments.
Presented, sold features, out of contract options.
Customer Service Representative
2004 – 2007
Sitel / Hewlett Packard Contract, Ottawa ON

· Handled 80 to 100 inbound calls per day.
Sold out of warranty options with best sales of $6000 per month.
Updated customers on the status of repairs.

Fundraising Coordinator
2003
Canadian Recreational Canoe Association, Merrickville

· Wrote 50 fundraising proposals.
Marketed programs and meeting hall facilities.
Resulted in revenue of $12,000.

Customer Service Representative
2002
E-Ban Commerce Web Enterprises, Toronto ON

· Handled technical online chat and email requests.
Processed online Neteller and Paypal sales.

Web Master Assistant
2001
Virtual Services Inc, Toronto ON

· Approved, updated and created graphics, advertising and stories on websites.
Ensured update deadlines were met.

Provisioning Support Representative
2000
Optel Communciations, Toronto ON

· Converted customer telephone service.
Confirmed customer orders and requested services.

Customer Service Representative
1993-1999
Interactive Media Corporation (Lavalife) Toronto ON

· Handled 60 to 80 inbound calls per day
Processed new memberships.
Processed sales, cross selling and up selling.

	Education and Training
	

	
2008 - Bilingual Office Administrator

Heritage College, Gatineau, QC

2000 - Web Development and Design
Computech Career College, Ottawa, ON

1995 – Union Steward School
Toronto, Ontario 

	

	Feedback
	

	
Giovana Frangione
Mentor – SITEL Canada Inc.
613-555-1212

Jeffry Baldwin
Quality Control – SITEL Canada Inc.

613-555-1212

Bernard Pigeon
Program Administrator - Heritage College

819-778-2270

Chris Mulready
Microsoft Instructor - Heritage College

819-778-2270
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Objective: Having enjoyed a long term career as a customer service representative, and looking to transition into the role of Administration Assistant. Enrolled in the Bilingual Office Administrator program at Heritage College, Gatineau, to develop administrative skills and prepare to occupy supervisory level jobs in the private or public sectors. The program is designed to develop the administrator’s knowledge and skills necessary for success in today’s office environment..

February 14, 2009

Dear Hiring Agent,

I am sending you a letter of inquiry, in order to present an option available to employers. I am currently enrolled in a continuing education course at Heritage College, 325 Boulevard Cité des Jeunes, Gatineau, Quebec, J8Y 6T3. The final component of the Bilingual Office Administrator course is a 10 week work term project from May 19 to July 30, 2009. Does your company have provisions for accepting and placing a student in a work term project? It is the student’s responsibility to find a host organization for the work term. I must pass this course successly in order to obtain my attestation. Please see the attached MS Word documents for a full course profile and my resume. 

Here is a link to the program profile and course descriptions for the Bilingual Office Administrator Course: http://www.cegep-heritage.qc.ca/ContEd/AECs/Standard/bi-oadm-intro.htm 

If you would like to speak to the Work Term Coordinator, or need more information, please contact Bernard Pigeon at bpigeon@cegep-heritage.qc.ca  or phone 819-778-2270, ext 2804.

In addition to the new language and skills I am learning at Heritage College, I have had a successful career as a call center customer service representative. I have also worked as a graphic and web designer. I am able to offer a very broad skill set, I am highly trainable, very flexible, organized, reliable and responsible. My ultimate goal is to realize a full time position, as an administrative assistant.

I would appreciate any information or help that you can provide in this matter. Please, contact me at either of my email addresses or telephone 613-262-8483. Thank you for your kind attention.

Sincerely,

Eleanor Binder

EB:eb

Enclosures: 2 pages, resume, course description

2008 - 2009 - Bilingual Office Administrator – Continuing Education

Heritage College, Gatineau, QC


	Course
	Description

	
Microsoft Office Suite
	Including MS Word, Outlook, Excel, PowerPoint and Access: ability to integrate the various applications within the Microsoft Office suite to create complex documents.

	

Français des affaires
	Writing of letters, and meeting related documents such as: Notice of meeting, Agenda, Meetings' minutes, and respective protocols, office and business vocabulary, mastering minutes taking, meeting procedures, language syntax and grammar.

	

Business Communication
	Written and oral communication skills in a variety of office situations. Topics include business grammar and etiquette, accurately conveying information and instructions and delivering oral presentations using Microsoft PowerPoint. Grammar and Mechanics are studied daily.

	

Office Administration
	Understanding of the functions and services of office procedures, provision of administrative support in the public and private sector including: office organization and layout, ergonomics, time/work/resource management, organization and dissemination of verbal and written communications, and indexing.

	

Computer Systems

	Management of systems in the Windows office environment including basic troubleshooting, understanding peripherals, standard office equipment and providing user support. Adherence to company policies and practices is emphasized throughout the course.

	
Management Principles

	Overview of management competencies and skills, ethics, strategic management and the process of decision-making, planning, organizing, leading, and controlling.

	
Proposal and Report Writing
	DevelopS the skills required for office professionals to plan, write and edit business proposals and reports including formatting, summarizing and proofreading.

	
Introduction to Human Resources
	Functions and services provided by a human resources department and practical knowledge in the areas of job research and analysis, recruitment, selection, training and development, performance appraisal, and compensation.

	
Business Law
	An examination of some legal concepts includes contracts, business torts, agency, partnerships, corporations, property, insurance, employment contracts and insolvency.

	
Accounting
	Topics include: assets liabilities, debits and credits, account balances, double entry method accounting, flows of information, financials and management reports (balance sheet, income statements and general ledgers).

	

Marketing
	The understanding, and satisfaction of client needs including: defining product and service needs, assessing consumer behaviour patterns, developing branding strategies, creating promotional plans, and managing effective marketing communication channels.


