NESSRINE BALLOUT

1617 - 2201 Riverside Drive

Ottawa, ON   K1H 8K9

 (613) 260-7810

nessrineballout@hotmail.com
OBJECTIVE: Administrative Assistant

PROFILE
· Excellent interpersonal and communication skills
· Highly dependable and efficient
· Proficiency in prioritizing workload and meeting deadlines
· Professional work ethic
· Customer services experience
· Exceptional versatility and adaptability

· Office administration experience

· Energetic self- starter with strong communication skills

· Work well independently or on a team

· English and Arabic Languages

HIGHLIGHTS OF QUALIFICATIONS
· Typing skills: 57 WPM
· Experience working within a busy office
· Maintained appointment and training calendar.
· Prepare for meetings and correspond with member representatives on upcoming meetings

· Answered phones, greeted and assisted visitors, and handled general administrative duties; filing, faxing, copying and mailing

· Ability to manage multiple tasks in a pressured environment

· Strong communication and team-building skills
COMPUTER AND OFFICE SKILLS

Computer Knowledge:

· Windows 2000

· MS Word 2000

· MS Excel 2000

· MS Access 2000

· MS Outlook 2000

· MS FrontPage 2000

· MS PowerPoint 2000 

Business Procedures:
· Office Management

· Accounting

· Legal Office Procedures

NESSRINE BALLOUT                 





                   
WORK EXPERIENCE

Assistant to Owner: 1998-1999

Al Jazira Newspaper
· Maintained appointment book 

· Answered correspondence

· Arranged meetings for sales group

· Wrote business letters

· Handled all incoming and outgoing mail

· Made travel arrangements for company’s customers
Sales Representative/ Business Development: 1998       

Al Mashrek Magazine

· Selling advertisements over the phone 

· Addressed any of the client’s questions or concerns

· Traveled to and visited with prospective buyers and current clients

· Discussed the client's needs and suggested how the services of the company can meet those needs

Cashier/Customer Service Representative: 2000-2001

A& P Supermarket

· Handled cash transactions

· Ensured Customer service

EDUCATION

2001-2002
Office Business Administrator Diploma Program 

Willis College of Business and Technology

COMMUNITY SERVICE
Adam’s Airport Inn

City View Daycare
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