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404 Winding Way








San Carlos, CA  94070








Phone:  (650) 592-4370








Email:  danacox@email.com
DANA COX

____________________________________________

Education:

· Grade XII Graduation
· 2 years in the University Transfer Program for Applied Chemistry/Biochemistry at Camosun College, Victoria B.C.
Special Skills:

· Advanced knowledge of computer applications including all aspects of Microsoft Office, Lotus, WordPerfect, Simply Accounting, HTML, web page design and maintenance.

· Excellent interpersonal skills, both with clients and other team members

· Strong leadership skills

· Mature and reliable

· Motivated

Work Experience:

July 2000 to April 2001:    GE Miller Building & Contracting, 3755 Tillicum Road, Victoria, B.C.  


Position:  Executive Assistant/Office Manager


Responsibilities included:  Implementation of all facets of a new office, keeping the office running smoothly and efficiently, arranging financing for Power Smart customers, liaison with BC Hydro, monitoring and collection of Accounts Receivable, processing of Accounts Payable, bank reconciliation, job costing, estimating, processing of timesheets for payroll, coordination of work crews, correspondence, answering telephones, responding to customer enquiries, as well as a wide range of additional office-related tasks.


Owner:  Greg Miller


Telephone:  (250) 744-3038


Email:  gemiller@home.ca
February 2000 to June 2000:    Capital Auto Glass & Upholstery, 10109 McDonald Park Road, Sidney, B.C.  Canada V8L 3X9.  

Position:  On-call Bookkeeping Support

Responsibilities included:  reconciliation of accounts receivable and bank accounts, general office duties as required.

Supervisor:
Shirley Johnson, Accountant.

Telephone:
(250) 592-2927 (ext. 22)


Email:  shirleyjohnson@shaw.ca
June 1999 to December 1999:
Cheesecake Café, 38-910 Government Street, Victoria, B.C.  Canada V8W 1X3

Position:  Cash Office Clerk

Responsibilities included:  cash reconciliation, bookkeeping, timesheet processing, and general managerial support.

Supervisors:   Tom Popowich & Kaye Gage

(No telephone number available as both have since left the company)

April 1993 to November 1998:
 Stay 'n Save Motor Inns (now Accent Inns), 3233 Maple Street, Victoria, B.C.  Canada V8X 4Y9

Position:  Front Desk Clerk & Accounts Receivable Manager

Duties included:  all aspects of customer service as it relates to hotel guests, cash reconciliation, sales bookings, accounts receivable reconciliation and collections, concierge, reservations, and general office duties.


(Please see attached letter of reference)

References:

Bernie Dovell 




Susan McKinnon



Corrections Officer 




Executive Director 

William Head Penitentiary



Van. Island Head Injury Society  

Residence:  2633 Selwyn Road


651 Queens Avenue

Victoria, B.C.  Canada



Victoria, B.C.  Canada

Phone:  (250) 474-4893



Phone: (250) 598-9339 (Office)

Email:  b.dovell@shaw.ca



Email:  sue_pierce@hotmail.com
Judy Burgoyne 




 

Secretary 





 

L’Arche Victoria






1640 Gladstone Avenue

Victoria, B.C.  Canada

Phone:  (250) 595-1014 (Office)


