Administrative Assistant Customer Service
Location:
Mississauga, Ontario, Canada
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November 28, 2016
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acxon9@r.postjobfree.com

Ewa Rock
**** **** ******* ****, ***********, ON, L5B 4G4
(416) ***-**** or (905) ***-**** w acxon9@r.postjobfree.com

OBIECTIVE

Energetic multitasker seeking a challenging position as an Administrative Assistant bringing excellent personal skills and clerical abilities in order to provide the company with exceptional customer care and administrative services.

PROFILE

Experience in Administration Department and Reception.

Excellent organizational, interpersonal and communication (verbal and written) skills

Computer skills: Word, Word Perfect, Excel, Lotus 123, Access, Paradox 8.0, Power Point,

Advanced Word Processing, and Advanced Excel Spreadsheet

Friendly, courteous, articulate, polite enthusiastic and outgoing

Ability to work with all levels of internal management/staff and with outside clients

Excellent problem solving and conflict resolution skills.

Very sensitive to confidential matter

General working knowledge of business machine, especially in Healthcare and Distribution

Satisfactory attendance record

WORK EXPERIENCE

QA ANALYST LOBLAW COMPANIES LIMITED, Mississauga, ON 2009 – 2015

Support in converted all Distribution Centers to work with Manhattan and SAP Host Systems.

Analyzed the test data requirements.

Created varied test data to support the testing strategy end to cover all Business Scenarios.

Administrative Assistant UPS SUPPLY CHAIN SOLUTIONS, Burlington, ON 2000 – 2009

Ensure completion of paperwork, sign-in and security procedures. Handle special administrative projects, as well as overflow work from other assistants

Coordinate schedules and activities, placing orders for supplies and services, and tracking progress and results.

Sort and distribute incoming and outgoing mail. Operate manual and electronic mailing equipment.

Interact with courier companies.

Operate standard office equipment; copies, scanner, faxes and refilled paper/toners

Typed letters, envelopes, labels, invoices, sorts and prepare documents for imaging.

Perform administrative duties for executive management:

Managing calendars and making travel, meetings and event arrangements

Receptionist ORIX CREDIT ALLIANCE CANADA, LTD., Toronto, ON 1999 – 2000

Manage the company's lobby area, answer incoming calls, and operate a switchboard.

Coordinate schedules and activities.

Placed orders for supplies and tracking progress and results.

Excellent telephone etiquette with over ten years’ experience in switchboard.

EDUCATION

OREA Real Estate College – Toronto, Ontario, 2015 – 2016

Real Estate Sales Representative as HOBBY

Toronto School of Business – Mississauga, Ontario, 1998 - 1999

Computer Business Application Specialist Diploma

Pre – School Education College – Poland, 1980 – 1983

Pre – School Education Diploma
