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Tannis LeClerk
52 Deeridge Drive
St. Albert, AB
(780) 555-5555
tannis123@yahoo.ca
Highlights of Qualifications
· Possess 5 years experience as an Administrative Assistant
· Ensure a high level of office efficiency and effectiveness

· Excel at formatting, proofreading, and preparing reports, correspondence and presentation materials

· Excellent interpersonal and client-service skills; enjoy interacting professionally with people of diverse backgrounds
· Demonstrated organizational, planning, and time management skills
· Advanced skills in MS Office including Outlook, Word, Excel, PowerPoint, Access

· Experience using Quickbooks and Simply Accounting

· Accurate keyboarding skills of 85 wpm
Employment Background

Program Administrative Assistant
September 2005 - present
The Family Centre, Edmonton, AB

· Greeted clients and stakeholders and provide exceptional front-end service in a friendly and pleasant manner

· Conducted intake interviews for new clients requiring family support and assigned them to caseworkers
· Outcome measurement tracking for program evaluation, reporting, and invoicing to government agencies

· Ensured FOIP regulations and confidentiality were maintained in protecting client files

· Generation of monthly reports and statistics

· Recording and producing team meeting minutes

Administrative Assistant
July 2001 – August 2004

Forest Industry Suppliers and Logging Association, Edmonton, AB

· Responsible for accounting including accounts payable/receivable, payroll, bank deposits, reconciliations, and financial reports of special events and projects

· Maintained membership database of hundreds of companies

· Assisted Executive Director in planning all networking events such as monthly luncheon seminars, golf tournaments, and trade shows

· Promoted conferences, meetings, services and special events

· Coordinated the release of a yearly membership directory including updating company information, formatting, advertising sales, publication, and distribution
Employment Background Continued
Office Administrator
June 1998 – June 2001
ArmorThane Coatings Inc. Corporate Office, Edmonton, AB
· Coordinated franchise/distributor annual conferences including booking conference facilities and delegate accommodations, conference promotion and registration, and agenda planning
· Responsible for accounts payable, order entries, and distribution of month-end statements
· Compiled, formatted, and distributed bi-monthly newsletter
· Updated information on company website
· Designed new company fax and letter templates
· Prepared correspondence, sorted and distributed mail
Education

Office Administration Diploma
1998

Northern Alberta Institute of Technology, Edmonton, AB
· Made Dean’s Honor role every semester

· Appointed Office Administration Conference Coordinator to coordinate annual student by classmates

High School Diploma
1994

Queen Elizabeth High School, Edmonton, AB
References Available on Request
