DELLA MARIE ERIKSEN
#4365 Interurban Road, Victoria, BC V9B 1G5
(778) 433-6246 or 250-208-5935   Email: della.eriksen@viha.ca
OBJECTIVE:  Obtain a position as an Office Assistant
CAREER HIGHLIGHTS
· Highly trained in Office Administration.                                  
Ability to Multi-Task
· Attention to Detail





Strong communication skills


· Works independently or as a team member


Professional attitude

I am well organized and enthusiastic with all challenges presented to me.  I am a loyal and hard-working employee with high ethical standards.  My experience and educational background make me an outstanding candidate for any administrative position.
PROFESSIONAL EXPERIENCE
Medical Office
· Data Entry for Admissions
· Telephone communication with the community and staff for both Central Intake and General Enquiries Line
· Arranging documentation for QRT Admissions and Faxing documentation to appropriate Health Units
· Processing Psychiatric Day Hospital referrals, Acute Home Treatment Program referrals and discharges using Cerner and Excel, processing Plan G’s 
· Responsible for collecting and distribution of doctor’s charts and filing active and closed charts and loose documents.
Office Administration

· Typing (63 wpm), word processing, and electronic transcription

· Shorthand (120 wpm) 
· Alpha-numeric data entry (over 8000 kph)
· Implemented office systems to improve organization and productivity 

· Customer service, cashier experience including Interac and Credit Card Transactions

· Processed files and correspondence for several employees and management

Interpersonal and Communicative Skills








   
· Ability to easily establish rapport with many personality types

· Always willing to help others when needed

· Excellent telephone, speaking and listening skills
Leadership and Management

· Provided direction and motivation to personnel to enable their highest performance levels

· Trained staff in office procedures and computer literacy

· Co-ordinated several staff in their daily scheduled duties and processing forms

Sales Secretary

· Assisted Sales Personnel – entered customer quotations, service changes, purchase orders and invoices 

· Receptionist – including bank deposits, cheque requisitions and ordering supplies

· Entered new accounts, ensured completion of appropriate documentation

· Experience with shipping and receiving duties in a warehouse

Sales, Marketing and Associated Experience

· Extensive experience in the hospitality and tourism industry

· Over 15 years in sales and promotions including retail and telephone

· Designed effective marketing strategies using promotional materials
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2010 - Present

Vancouver Island Health Authority 
Office Assistant / Casual Team Clerk/ Casual Nursing Unit Assistant
2010 - 2010        
Online Practicum Assignment – Medical Transcription – 40.0 hours
2009 – 2010

Tim Horton’s – Cashier / Customer Service 
2009 – 2010            
EMR Vacation Rentals Office – Administration

2009 – 2010

RW Log Transport – Administration 
2005 – 2007

Travellers Inn Hotel and Resorts Ltd. - Vice-President Assistant and Front Desk Associate

             
Direct Marketing Group – Sales and Marketing Representative

2003 – 2005

First Island Financial Services Ltd. – Administrative Assistant

1999 – 2002

Mohawk Lubricants Ltd – Administrative Assistant and Co-ordinator

1995 – 1998

GVC Credit Union – Loans and Member Service 
EDUCATION AND TRAINING
2012 - 

Harm Reduction – Introduction 
2011

PHSA Aboriginal Health Program – Completed 
2010 

GCF International – Online Tutorials Word 2007, Excel 2007 and Outlook 2007


2010  

WestShore Centre for Learning and Training – Medical Transcription – Completed – 80%
2009
             Camosun College – Medical Terminology – 88% – VIHA Assessment – 84%




                                                                              -  VIHA Keyboarding Assessment – 58 wpm

2008                 St. John’s Ambulance - Medical Terminology – Certificate of Completion

2001

Academy of Learning – Advanced Microsoft Excel Upgrading

1999

Mohawk Lubricants – Transportation of Dangerous Goods Certificate

1998 -1996
Simon Fraser University – Business Administration, Communications and Conflict Resolution 

1995 - 1994
Camosun College – Tourism Workplace Training Program – Serving it Right, Food Safe, Super Host,                  Super Host Japan, Occupational First – Aid and CPR

1986 - 1985
Sprott-Shaw College of Business –
Canadian Stenographer Program 

1984

Belmont Secondary High School – Certificate of Graduation
TECHNICAL SKILLS

· Microsoft Office Word 2007, Outlook, Excel, Power Point and Publisher, Paris, CCIMS, Cerner, Pathways Database
· Express Scribe
REFERENCES:  SUPPLIED UPON REQUEST
