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OBJECTIVE
Reliable and detail-oriented Administrative and Customer Service professional with over 6 years of experience in government and corporate environments. Skilled in data entry, customer support (inbound/outbound), order processing, and report generation using MS Office and internal database systems. Adept at handling high-volume data with accuracy, multitasking under pressure, and adapting to evolving roles. Eager to contribute my strong work ethic and organizational skills in a fast-paced office environment.
CORE COMPETENCIES
· Data Entry & Information Management
· Inbound/Outbound Customer Service
· Order Entry & Order Costing
· Report Preparation for Management
· Filing – Paper & Electronic Systems
· MS Office (Excel, Word, Outlook)
· Multi-tasking & Prioritization
· Verbal & Written Communication
· Accuracy, Confidentiality & Compliance
· Team Collaboration & Independent Work
PROFESSIONAL EXPERIENCE
Passport Clerk - Service Canada / ESDC, Gatineau, QC, September 2024 – June 2025
· Reviewed sensitive personal documents, followed strict confidentiality protocols, and adhered to federal service standards.
· Accurately entered application data using Oracle GCMS and internal databases.
· Managed filing, scanning, and email correspondence with a high level of attention to detail.
· Prioritized tasks in a fast-paced federal service center while ensuring data accuracy and timely processing.
Data Analyst (Online Freelance) - Telus International - August 2023 – May 2024
· Assessed and categorized digital content using internal tools and Excel tracking templates.
· Monitored project timelines and completed high-volume data assignments while maintaining strict attention to detail.
· Worked independently with minimal supervision while communicating updates to project leads.
Administrative Specialist - Alfanar Company - January 2015 – January 2021
Related Administrative Tasks:
· Provided front-line administrative and customer support to internal departments.
· Created and maintained digital employee records and compliance documents using SAP and Excel.
· Coordinated internal workshops and events including venue booking, catering, and attendance tracking.
· Created and maintained digital records and mailing lists using Excel and SharePoint.
· Processed employee payroll, reimbursements, and travel claims in SAP and maintained internal budget records.
· Responded to employee inquiries, drafted official letters and meeting agendas, and managed internal communications.
· Monitored office services contracts, ordered supplies, and coordinated service calls and repairs.
EDUCATION
Ontario College Diploma (2 Years) - Web Development and Internet Applications
Algonquin College, Ottawa, Ontario - January 2022 – April 2023
· Developed technical and communication skills for managing user-facing information systems and digital records. 
Bachelor’s Degree in Accounting and Business/Management
Alexandria University
· Solid foundation in bookkeeping, office administration, records management, and business communication. 
KEY SKILLS & COMPETENCIES
TECHNICAL SKILLS
· Software & Tools: Microsoft Office (Word, Excel, Outlook, PowerPoint), Oracle GCMS, SAP
· Excel Proficiency: Data Validation, VLOOKUP, Pivot Tables, Conditional Formatting
· Document Management: SharePoint, Google Drive, In-house record systems
· Soft Skills: Communication, time management, adaptability, proactive problem-solving
CERTIFICATIONS
· Microsoft Excel Essentials – Credential ID: 1940-11000073
· Career Essentials in System Administration – Microsoft & LinkedIn
· AWS Cloud Essentials
· Foundations: Data, Data Everywhere
· Ask Questions to Make Data-Driven Decisions
AVAILABILITY & WORK ELIGIBILITY
· Availability: Immediate
· Work Eligibility: Fully eligible to work in Canada
· Transportation: Own vehicle & valid driver’s license
· Work Type: Full-time, in-office
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