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DAWN REID

926 Bourne Cres., Oshawa, ON L1H 8X5

(Home) 905-725-1763     dawnreid_4@hotmail.com
~Executive Administrative Assistance ~ Legal/Medical Assistant~ Law Clerk~ PSW
Dedicated, conscientious, meticulous individual with an outstanding range of Administrative experience within a variety of settings.  Caring professional with superior communication, customer service, and time management skills. Possesses comprehensive experience in all medical/ legal and office functions, including:

· Technical proficiency in Microsoft Office, Word, Excel, PowerPoint, WordPerfect9, Corel Print office, Excel, Outlook, GroupWise (Most Mail Systems)

· UNIX, Dos, Raisers Edge Version 6.5 & 7, Conveyancer, Teraview, PC Law, and Quick Law, Yardi, most data base programs

· Experience in multi-line telephone systems, meridian & call centre applications, scanners, faxes, and copiers.

· Keyboarding skills, filing, collating charts, reports, and accurate maintenance of business/medical/ legal files.

· Capability to perform Business reports, medical/legal correspondence, Minute Taking Skills, arranging board meetings, board packages, mass mailings, maintain databases.

· Legal aid billing/OHIP Billing, client billing, communicated with opposing counsel and clients.

· Scheduling, bank deposits, inventory, team meetings, approachable, management skills, customer service, scheduling appointments, travel arrangements, meetings, catering.

Education & Honors

SIR SANDFORD FLEMING COLLEGE,
Preparatory Health Science Program (2012)

· Math, Chemistry, Biology, English

· Entry to Trent University BSc in Nursing Program
Law Clerk Program (2004)

· 160 hours of placement in Law Office.

· Graduated with Honors
· Recipient, Academic Letter of Achievement, 2003.

· Recipient, Canadian Millennium Excellence Award pursuit of academic excellence and innovation, 2003
BLACK BAUD, Charleston, SC, U.S.A.-  (2001)

· Raiser’s Edge 6&7 data base systems

CDI COLLEGE OF BUSINESS AND TECHNOLOGY (1998)

· Network Administration Diploma (LAN) Graduated with Honors
DURHAM COLLEGE OF APPLIED ARTS AND TECHNOLOGY

· Pre-Business Administration Certificate  (1989)

· Pre-Health Administration Certificate  (1988)

· Management for Results

· Various Accounting courses (Taxation, Managerial Accounting, book keeping)

Professional Experience

Metcap Property Management INC.

Paralegal/Customer Service Representative (2004)

Landlord & Tenant Law

· Responsible for all legal work for 9000 properties, Tenant Inquiries, Property Management advising, keeping track of rents paid/late, all tenant forms, paperwork, leases, evictions, Court appearances and scheduling of proceedings in 5 courts, deposits

· Court appearances at Ontario Rental Housing Tribunal, Mediation, Small Claims Court Trials 

· Liaising with opposing counsel, all court & legal paperwork, customer service and courtesy calls to tenants

· Maintaining database of buildings and tracking of all legal correspondence, advising property & building managers in regards to the law and landlord responsibilities.

· Any other duties required some accounting duties, adjustments to tenant ledgers.
Robert Half Legal, Apple One, Optionnes Personnel (Temp Agencies), 2005-2007

Administrative / Finance Department, Legal, Reception, Executive

· Hydro One – Executive Administration (ongoing assignments)(Finance Department)

· Karen Newman (ext.5657) was my reporting manager.

· Arrange Appointments, Meetings, set up Conference rooms for management

· Filing, m/c Statements, Typing as required, answer and deal with incoming email

· Any other assignments given by management

· Direct Energy – Legal Assistant-Corporate Law

· Open legal files, type legal correspondence
· Canada Health Info Reception

· Answer Multi line phones, Connect all over Canada, Bilingual (French /English)

· Sentury Select- Executive Administrative Assistant to the President

· Made travel arrangements for the President/CEO, personal scheduling as well, party planning as well as Internet research, newspaper research,

· Opened files, drafted letters, filing, set up board meetings, catering, typing out and keeping track of Board minutes, Financial files/stocks etc tracking, anything required of me

McNeily, Kelly & Zobel, Oshawa

Law Clerk 2003-2004)

· Maintained client & court files.

· Legal aid billing, client billing, court appearances, and handling most aspects of office duties including answering client phone calls/inquiries, scheduling appointments. 

· Court appearances on behalf of counsel, in many levels of Court.

St. John’s Rehabilitation Hospital, North York

Executive Administrative Assistant -Foundation (2001 -2002)

· Report to the President & CEO of the hospital, in charge of the foundation

· Minute Taking Skills, arranging board meetings, board packages, mass mailings, maintain databases.

· Travel arrangements of the Executive Director, scheduled appointments/meetings., Catering

· Wrote promotional material for ad spots in local newspaper, bank deposits, all gift giving campaigns, donor receipts, bank reconciliation, and ledgers. In charge of all foundation deposits & money., vendors

· Arranged & promoted, all fundraising events for the Hospital with one event generating a one-day profit of $25,000.00.

St. John’s Rehabilitation Hospital

Administrative Assistant/ Reception WSIB/BOT (2000-2001)

· Exhibited commitment to good interpersonal relations with patients, clients, and colleagues.

· Prepared medical reports and assessments for Doctors on recommendations from therapists.

· Demonstrated an ability to cope with individuals in crisis situations in a calm and logical manner.

· Answered telephones and relayed messages effectively, in a variety of settings.

· Scheduled medical appointments, maintained medical charts, and filing.

· OHIP Billing and scheduling of DAC Appointments 

Hillsdale Estates, The Region of Durham

Personal Support Worker (2009-Present)

· All activities of daily living including feeding, bathing, dressing, assisting in anything that would help the resident.

· Charting of residents conditions, reporting any new conditions, discrepancies

· Attending all in-services and taking initiative to learn about new techniques to assist in making life easier for the resident 

REFERENCES AVAILABLE UPON REQUEST

