Jyoti Patel

5555 Jeanne Mance

Montreal, Quebec

H3g 4n7

Home: (514) 555-5555

Cell: (514) 377-5555

E-mail: jyoti_81@hotmail.com

Highly developed computer skills, punctual, extremely well organized, and autonomous. I am a self-starter, teamwork oriented, resourceful, and highly motivated.

Computer Skills: 
Word




PowerPoint




Excel




Access




Outlook, Lotus Notes




FrontPage




WordPerfect




PhotoShop




Atlas, Merva, Intellimatch, 

Languages: 

English, French, Indian (Gujarati)

Education: 

Presently

Bachelor of Commerce – Marketing

Concordia University – The John Molson School of Business, Montreal, Quebec

1998 – 2001

Diplôme d’Etudes Collégiales (D. E.C) – Office Systems Technology

Dawson College, Montreal, Quebec

Experience: 

May 2004

Marketing Researcher

L’Oreal (Canada), Montreal, Quebec

· Analyzing data

· Conducting surveys

· Preparing presentations for meetings

· Organizing small events
April 2003

PAYMENTS, BACK OFFICE, SUMMER RELIEF

BNP Paribas (Canada), Montreal, Quebec

· CAD/DEVISE transfers B2B, B2C

· Preparing mail

· Sorting mail

· Indexing and Filing
May 2002

RECEPTIONIST, SUMMER RELIEF

BNP Paribas (Canada), Toronto, Ontario

· Switchboard operator

· Mail Control: Distribution, Fed Ex, Registered mail

· Bank Deposits 

· Transfers

· Term Deposits

· L/C’s, Amendments

· Typed documents

· Indexing and Filing

April 2001

RECEPTIONIST

BNP Paribas (Canada), Montreal, Quebec

· Transcribed tapes

· Took minutes at meetings

· Called clients in North America and Overseas

· Answered the telephone

· Mail Control

· Typed documents

· Inventory control

· Indexing and Filing

· Helped arrange internal and videoconferencing meetings




August 2000

TELESALES REPRESENTATIVE

Amerinet, Montreal, Quebec

· Sold Business to Business Telephone Directories

April 2000

RECEPTIONIST

St. Patrick’s Elementary School, Montreal, Quebec

· Answered the telephone

· Accounting/ Payroll

· Mail Control

· Indexing and Filing

· Inventory Control

Awards: 

May 2001




Dawson College




Honor Roll Student (85% Overall Average)

December 1999




Dawson College




Certificate of Excellence in Accounting




June 1998




John F. Kennedy Comprehensive High School




Award for Student Council (Treasurer)

Hobbies:
Reading novels, writing in my journal, working out, spending time with friends and family

