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Margarite Garcia
111, 11111 – 11 Avenue
Edmonton, AB

(780) 555-5555

marg.garcia@yahoo.ca
Highlights of Qualifications
· Possess 10 years’ office administration experience

· 5 years’ office management experience; currently manage a staff of 10
· Ensure a high level of office efficiency and effectiveness

· Excel at budgeting and financial reports
· Have managed up to 10 office staff
· Demonstrated organizational, planning, and time management skills
· Advanced skills in MS Office including Outlook, Word, Excel, PowerPoint, Access

· Experience using Quickbooks and Simply Accounting

· Excellent supervision, interpersonal and organizational skills
Employment Background

Office Manager
2003 - present
Belvedere Manufacturing, Medicine Hat, AB

· Manage administrative assistant, inside sales reps, and accounting assistants

· Maintain HR database for local employees in conjunction with HR team in US

· Manage benefit administration and insurance policies 
· Responsible for payroll and relevant reports
· Liaise with tax consultants, bankers, suppliers and statutory bodies
· Produce production reports - maintain records of daily production, bookings and shipments
· Prepare weekly & monthly finance and operations reports
· Manage A/R and A/P assistants and ensure accuracy and monthly reporting
· Weekly cash and cash management reports
· Provide information for internal audit
· Ensure local, financial and legal statutory requirements are met

Assistant to the Controller
1998 – 2003

Belvedere Manufacturing, Medicine Hat, AB

· Processing all monthly financial statements

· Ensuring accuracy of all journal entries submitted by accounting assistants

· Running off preliminary reports and investigating any inconsistencies before submission to Controller

· Completed GST remittances and bank reconciliations

· Assumed Controller `s role during absences and vacations

Employment Background Continued 
Office Administrator
June 1998 – June 2001

A-Plus Business Solutions, Edmonton, AB

· Coordinated travel arrangements for sales representatives
· 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
Business Administration Diploma (Accounting)
1998

Northern Alberta Institute of Technology, Edmonton, AB
High School Diploma
1994

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

