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Janice Duchene

321 Sherburn Drive  ▲  Ottawa, Ontario  ▲  (519) 555-5555  ▲  jan.smith@yahoo.ca
Highlights of Qualifications
· Over 10 years experience providing administrative support at executive levels
· Excel in the areas of coordinating agendas, meetings and appointments on a priority basis
· Ensure a high level of office efficiency and effectiveness
· Exhibit exceptional attention-to-detail when preparing reports, minutes, budgets, correspondence and presentation materials
· Excellent relationship-building skills to ensure corporate office is well presented to branches, stakeholders, clients, and the general public
· Ability to work with executive and support teams to to harmonize administrative systems

· Provide channels for effective communications both interdepartmentally and with key external stakeholders
· Fluent in English and French

Computer Skills

· Advanced skills in MS Office including Outlook, Word, Excel, PowerPoint, Access
· Accurate keyboarding skills of 85 wpm
· Using PeopleSoft for running financial reports
· Website design
Employment Background
Executive Assistant to the Chief Executive Officer (CEO)
May 2004 – 2008
Federation of Canadian Municipalities, Ottawa, ON, CANADA
Responsible for providing senior administrative support to the President, the office of the CEO, the Strategic Advisor, the Management Committee, the Table Officers and the Executive Committee of the Board.  Oversee the management of the CEO and President of the Board office and provide assistance with the governance processes and functions as required.

· Attend FCM Management and Operations Committee meetings; coordinate the preparation, planning and follow-up of these meetings; take minutes 

· Coordinate tasks and preparation related to the Board meetings and the Annual Conference; 

· Attend Board and AGM meetings and provide on-site assistance and guidance to the CEO; respond to requests from volunteers and Board members on location; coordinate the flow of information and any scheduling issues that may arise during the events 

· Review on a regular basis, financial results and variances in the budget provided by the Finance Department and assist in preparation of budget; coordinate and process purchase orders, expense claims, travel requests and invoices

· Screen, assess and anticipate workload based on knowledge of the CEO's priorities; 

· Respond to verbal and written enquiries from the board of directors and other external stakeholders; 

· Address and monitor incoming correspondence and take independent action where appropriate in responding to, or redirecting requests;  provide quality control of all outgoing correspondence and documents
Sales and Marketing Assistant
November 2002 – March 2004

McKesson Canada, Brampton, ON

Assistant to the Director, Sales and Marketing, provided administrative support to assure the functioning of the department and provide an effective service to our main internal and external customers.
· Provid support to the Director including calendar management, meeting planning, expense reports, meeting meetings, and presentation materials

· Support the work of the entire department including the director, sales manager, coordinator, and sales representatives

· Assist in the design, layout, correction, and presentation of marketing materials and promotional articles

· Provide exceptional customer service to both external and internal customers

· Arrange travel, accommodations, and itineraries for out-of-town meetings and presentations

Administrative Assistant/Receptionist
September 1998 – November 2002
McKesson Canada, Brampton, ON
· Greet, screen and direct telephone and in-person guests to the office in a consistently professional manner

· Respond knowledgeably to first-level inquiries about the Company, re-directing higher level inquiries as appropriate

· Tactfully act as an intermediary between guests and office staff
· Effectively communicate with Office Assistants, Office Manager and the Executive Assistant to the CEO  to ensure effective flow of visitors, deliveries and maintenance contractors

· Provide administrative assistance to employees as time permits

· Assist the Accounting department with completion of expense reports and filing

· Arrange travel for employees following booking procedures.  Assist employees in obtaining travel documents such as visas and passports
· Promoted to assist the Sales Director
Professional Development Seminars

· Time Management at the Speed of Thought

·  Nine Steps to a More Organized Workspace

· Great Results: Business Solutions for Greater Productivity

Education
Office Administration – Executive Diploma
1998
Sheridan Institute, Brampton, ON

High School Diploma
1994

North Park Secondary School, Brampton, ON

References Available on Request
