DARLENE MATHURIN
35 BRAMWELL AVENUE,   WINNIPEG, MANITOBA    R2C 3J6   (204) 222-5380   D.MATHURIN@SHAW.CA                    

OBJECTIVE:  ADMINISTRATIVE ASSISTANT
Highlights:


Extensive PC experience


Proficient in all facets of office administration


Effective interaction with customers and all levels of Management


Expertise in training others


Over 10 years experience as an Administrative Assistant

Experience in an eight line meridian switchboard

Qualifications:      Technical/PC


MS Word for Windows, WordPerfect, Excel, and Lotus    Notes


Basic Accounting, Win tax, Quicken, Maximizer, Internet Explorer


Outlook, Office 2000, PowerPoint 


Typing 50 wpm, Group Wise, Windows XP,

PC Maintenance and Backups


Dictaphone


Able to recognize client needs and meet them


Cheerful Personality


Computer Literate - can quickly learn new software


Communications and Sales

Executive/Secretarial

Extensive experience arranging domestic and international travel


Handle correspondence, office maintenance, supplies and mail 


Switchboard, filing and proposals


Coordinate meetings and seminars 
 prepare executive board Packages, able to handle multiple projects concurrently

Customer Support/Sales

Respond quickly to customer inquiries and complaints by phone


Mail out literature requests


Able to work with others toward a team goal


A good morale builder

Employment


LABOURERS LOCAL 101



MAY 93 – DEC 05


ADMINISTRATIVE ASSISTANT


Answering Phones
Filing
Ordering Supplies



Mail outs by hand to over 600 members



Payroll



Supply Ordered 
PC Computer Work


Training of Others



Job Dispatcher



ACKLANDS AND GRANGER


Feb 06 - Mar 06


DATA ENTRY (TEMP ASSIGNMENT)



Data Entry
Volunteer Experience



COATS FOR KIDS





SEP 04-DEC 04




COORDINATOR

Helping the children have a warm coat for the winter




OPEIU LOCAL 342



ADMINISTRATIVE ASSISTANT



AUGUST 92 – APRIL 93



Answering Phones




Filing




Basic Accounting and Payroll




Typing Documents




HAROLD HATCHER SCHOOL



SEP 91 - JUNE 92




TEACHERS AIDE AND FILE CLERK



Helped Kindergarten students learn the alphabet and to read




Typing, Filing and Photocopying for the Principal

