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Juliette Lamarche


JULIETTE R. LAMARCHE

156 Francis Street, Renfrew, Ontario, K7V 1C4  (613) 432-4188

CAREER GOAL

To bring my knowledge, skills and abilities as an Administrative Assistant to a company with a reputation for teamwork and that has a challenging environment with the opportunity for personal growth and advancement.

SKILLS 

Computer Skills

Windows 95

Office 97

· Word

· Excel

· Access

· PowerPoint

Corel Suite 7

· WordPerfect

· QuattroPro

· Presentations
Academic Skills

Business English

· Editing  

· Proofreading

Business Communications

· Letter Writing

Office Technology

· Filing-ARMA Rules

· Dictaphone

· Keyboarding- 55wpm

· Financial Accounting

ABILITIES

Supervised 

Coordinated 

Improved

Monitored

Trained 

Participated

Evaluated

Demonstrated

Commended
8 to 12 employees in the last two positions

work between production lines to ensure delivery

working procedures

daily operations

new employees in their positions

in weekly production meetings

skills and abilities

strong leadership abilities

for time-saving recommendations



PERSONAL QUALITIES

· Responsible

· Conscientious

· Organized

· Resourceful

· Trustworthy

· Dependable
· Versatile

· Flexible

· Punctual

· Self Motivated

· Team Player  

· Work independently 

EDUCATION

1997-98 Willis College of Bus. & Tech.,

 Office Suite Administrator Diploma-Distinction

1996-97 Algonquin College, 

Financial Accounting, Part-time

1977-80 Arnprior and District High School, 

Secondary School Graduation Diploma

WORK HISTORY

1998-Present
Willis College of Business & Technology
Financial Aid Administrator

1995-97 Centreside Dairy
 


Supervisor

1993-95
Just Sew




Self-employed

1990-93 
Black Water Design Ltd.


Supervisor

1986-90         Playtex Ltd.




 Sewing Operator

ACHEIVEMENTS

Secretary Treasurer-Waltham Recreation Association 1990-95

As part of a five-person team I helped improve a recreation department that had been almost non-existent and made it into a productive organization. We organized dances, seniors’ parties, and the first winter carnival in 15 years. 

OTHER

Brownie Leader-Stewartville Brownie Pack 1987-89

First Aid and CPR-1992

HOBBIES AND INTERESTS

Reading, Computers, Sewing, Walks, Snowmobiling, and spending time with my family.

