John Smith 

14 Smithsonian Way, Mississauga, Ontario  L4Y 3A2

Tel:   (905) 123 - 2345                                           Email:  
Objective:   To obtain a “ ? “ position with ? 
Highlight of Qualifications

A high level of previous Customer Service Experience
Experience with Quick books and Simply Accounting
Organized, Self Starter, and very efficient
Excellent Customer Service/Interpersonal skills
Typing speed of 55 WPM
Excellent written, oral, interpersonal, and communication skills
Work very well independently and as part of a team

Fluent in Hindi, Punjabi, and Urdu 

Honest, Reliable and Mature individual
E d u c a t i o n

Office Administration Training Program
  


         2004

D.A.T.A. Tech College, Mississauga, Ontario
Focus on learning MS Word, Excel, Access, Outlook, Business 
Communications, Simply Accounting and Office Procedures
Bachelor of Arts
       







1992

Delhi University, India
W o r k  E x p e r i e n c e

AIM Health Group, Mississauga, Ontario                                      
 2006

Medical Receptionist

Assisted with patient registration and booking future appointments

Completion of tasks associated with OHIP Billing

Assisted with the creation of new patient files

Answered the phone and assisted with Administrative functions

Data Entry, inputting of new data into Medical Records folders
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Smith Enterprises, Mississauga, Ontario                               
    2002 - Present
Customer Service Representative

Responsible to provide outstanding Customer Service
Responsible for Cash duties, and assist to fill customer orders

Responsible to ensure and neat, organized, and well maintained work 

      environment
Octagon Firm, Mississauga, Ontario                                         
          2005

Office Assistant

Assisted to maintain and create new file folders

Data Entry, inputting of new data into Medical Records folders

Contact with clients as to ensure correct up to date records

Responsible for alphabetizing records and maintain in neat order

Assist with various interoffice Data Entry functions

Pagertron Communications Inc., Mississauga, Ontario                    1999 - 2000

Customer Service Representative

Responsible for Administrative duties including answering calls

and dealing directly with customer questions and concerns

Responsible for faxing, photocopying, and various other Office duties

Strength in recognizing, analyzing, and problem solving

V o l u n t e e r   E x p e r i e n c e

Centennial Hospital, Mississauga, Ontario



               Present

Office Assistant

Currently volunteering at a Treatment Centre assisting with
various Office Administrative duties needing to be completed

Hobbies and Interests

I enjoy interacting and meeting new people.  I enjoy taking initiative with tasks, both on a personal and professional level.  I enjoy new and exciting challenges, which offer me room to grow.  I enjoy music and gardening.
References are available upon your request

