Jody Stephenson	
17 Centennial Crescent
Florenceville-Bristol, NB E7L-1Z4
(506) 262-2017 | curby_21@hotmail.com

Objective
Dedicated administrative professional with over seven years of experience in fast-paced office environments. Proven track record of providing excellent front-desk support, managing confidential information with discretion, and maintaining positive communication with the public. Seeking to bring strong organizational and interpersonal skills to your company.

Professional Experience
McCain Farms, Bath, NB
Office Administrator
February 2024 – Present
· Provide administrative and clerical support to management and staff in a busy agricultural office environment.
· Handle front desk responsibilities, including greeting visitors, managing calls, ordering supplies, handling incoming and outgoing correspondence, and updating spreadsheets to support data accuracy.
· Maintain records and documentation in an orderly and efficient manner
· Coordinate internal communications and assist with scheduling and meeting preparations.
· Executed payment processing and invoice data entry with a focus on accuracy and timeliness
· Accurately entered payment transactions and performed daily reconciliation to maintain balanced financial records.
Brookside Dental, Fredericton, NB
Administrative Assistant
October 2017 – December 2023
· Served as the first point of contact for patients, ensuring a professional and welcoming environment.
· Scheduled appointments, managed patient records, and handled insurance claims and billing.
· Entered payments from insurance companies and did end of day reconciliation 
· Supported dental staff with administrative needs and maintained efficient office operations. 



Education
Diploma in Medical Office Administration
Eastern College, Fredericton, NB
June 2016 – June 2017
Diploma in Early Childhood Education
Horizon College, Fredericton, NB
June 2006 – June 2007


Certifications
· First Aid & CPR Certified (Valid)

Skills
· Strong verbal and written communication
· Excellent front desk and phone etiquette
· Proficient in Microsoft Office Suite and office management software
· Exceptional organizational and multitasking skills
· Professional, courteous, and calm under pressure

References
Matthew Lawrence – Manager of Finance and Administration McCain Farms
                                   matthew.lawrence@mccain.ca
                                   (506) 245-4216
Brianne Blacquier – Office Manager at Brookside Dental
                                  brianneblacquier@hotmail.com
                                  (506) 452-1985





