SHEENA ASAPACE

202 Greercourt

Regina, SK S4N 1T7

Phone (306) 949-2557

SKILLS

· Proven ability to provide excellent customer service and excellent organizational skills 

· Computer knowledge including Microsoft Word, Excel, PowerPoint, Outlook, Access, Internet and Email

· Office procedures, Accounting, QuickBooks and typing speed of 50-55 wpm

· Communicate well with others

· Ability to learn new skills quickly and accurately

· Ability to work well with others and independently

EDUCATION

2007-Present


Saskatchewan Indian Institute of Technologies, Regina Saskatchewan Management


Studies


Courses Studied
· Accounting

· Business Communications

· Commercial Law

· Microeconomics and Macroeconomics

· Computers

· Marketing

· Business Management

· Business Finance

2003-2004


Saskatchewan Institute of Applied Science Technologies, Wascana Campus, Regina 


Saskatchewan Office Education 

Courses Studied

· Accounting
· Word Processing
· Business Communications
· Office Procedures
· Interpersonal Communications
2002-2003


File Hills Qu’Appelle Adult Learning Centre, Regina Saskatchewan Adult 12 Diploma
WORK EXPERIENCE

Feb. 2007 to Aug. 2007


Medical Transportation Coordinator, Pasqua Circle of Care Health Centre, Pasqua 


Saskatchewan


Prepared medical travel for clients, prepared cheque requisitions, office procedures, took


 minutes at meetings, and answered phones

Jan. 2006 to Aug. 2006


Customer Service Representative, Startek, Regina Saskatchewan


Answered calls from customers, took payments, dealt with calls regarding cell service

May 2004 to Aug. 2004


Receptionist/File Clerk, Merchant Law Group, Regina Saskatchewan


Answered phones, filing, mail, and did basic office procedures

Dec. 2003 to May 2004


Receptionist, McCarthy Medical Clinic, Regina Saskatchewan


Answered phones, filed, made appointments for patients, and faxed referrals to other Doctors

INTERESTS AND HOBBIES

· Walking
· Reading
· Traveling
· Taking part in my native culture attending powwow’s a ceremonies
REFERENCES

Available upon request

