November 4, 2025


Dear Hiring Team at UPCrowders,
I am pleased to submit my application for the Customer Representation position. With strong experience in client service, communication, and account support, I am confident in my ability to contribute to UPCrowder’s commitment to delivering exceptional customer experiences.
In my previous roles, I have successfully identified and assessed customers’ needs to ensure satisfaction while managing high volumes of calls, emails, and chat inquiries. I am experienced in resolving customer concerns, providing timely and appropriate solutions, and ensuring that all client interactions and account details are accurately updated in internal systems. I work efficiently within time-sensitive environments and prioritize clear, respectful communication with every customer.
Although I do not have direct experience advising on currency or exchange rates, I am a fast learner and highly adaptable. I am confident in my ability to learn platform processes and guidelines quickly in order to support clients effectively.
Thank you for considering my application. 
Sincerely,
Joanne Moore




















JOANNE MOORE

764 Sugar Bush Rd., 				007jem@gmail.com			Cell: (613) 978-5180
Pakenham, ON  K0A2X0


Performance Profile
Energetic and adept multi-tasker who is comfortable and confident conversing with a wide range of people at all levels. Able to combine vision, creative talent and quick learning under pressure to maximize logistical management no matter the circumstances. Knowledge of world-wide travel destinations. Fluent in English and French.

Organization

Professional Skills
· Organized and detail oriented
· Proven time-management skills
· Quick learner with an ability to perform well in a multitasking environment
· Able to maintain logistics and all else on schedule
· Outstanding ability to work in a fast-paced environment and persevere to completion

Communication
· Highly developed skills in oral and written communication
· Ability to deal with ambiguous situations using diplomacy and tact
· Exceptional ability to research and present information clearly
· Good public speaker, able to maintain group’s attention and respect
· Competent in forging key relationships and partnerships that drive company awareness and bring unique travel “stories” to the world-wide community


Leadership


· Demonstrated leadership and interpersonal skills in work and extracurricular activities
· Adept at maintaining a calm demeanor as first line of defense when everything seems to be going wrong
· Excellent problem-solving skills and able to motivate others to perform at their best


Dependable
· Established record of dependability and company loyalty.

Education & Training
Travel and Tourism Diploma	2015
Everest College, Ottawa ON
· Program includes travel fundamentals, group tours, selling cruises, tariffs and ticketing, agency operations and travel components.
Computerized Office Administration Diploma	1999
Canadian Career Academy of Business & Technology Carleton Place ON
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Nursing Diploma
Vanier College, Montreal, QC
	
	
1984

	Social Sciences Diploma
Vanier College, Montreal, QC
	
	1981


Professional Experience

Project Coordinator - Bradley Woodworking, Arnprior ON	2005-2014
· Provided administrative support including cost analysis and financial projections
· Co-ordinated and scheduled trades for the construction of homes
· Produced innovative ideas (successfully incorporated) for home re-designs
· Assisted in hiring process of employees and contractors
· Key role in time management
· Manual worker in home construction and renovations

Administrative Assistant - Youth Services Bureau of Ottawa, Ottawa ON	2000-2004
· Managed all travel arrangements for Agency
· Provided administrative support to YSB Directors and Executive Director
· Coordinated and supported committee meetings; facilitated in annual YSB events
· Created and organized materials for publication
· Developed powerpoint presentations
· Oversaw development of Quality Assurance Manual
· Coordinator for community consultants and front line staff for the Agency

Co-Founder, Health Locator	2017-Present
· An online health care platform
· Managed meetings and created content
· Interviewed and hired staff to help with work
· Assisted in development of the platform

Other jobs: Teacher’s Assistant – Naismith Elementary School, Almonte Hostess – Waterford Tearoom, Almonte
Bank Teller – Bank of Nova Scotia, Montreal/Ottawa
Other Training
· NLP Basic Practitioner Training
· Suicide Intervention Workshop
· Inspirational & Motivation Workshops

Community/Volunteer Activities
· Authored “A Consumer’s Guide Before and After a Motor Vehicle Accident”
· OCISO, Ottawa ON – Volunteer ESL classroom facilitator
· Connections, Carleton Place ON – Volunteer support for young, unwed, pregnant women
· Community dog sitter

Hobbies
	· International Travel
	· Mountain Hiking

	· Cycling
	· Gardening



