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Communication 

· Spearheaded collective meetings, which necessitated brainstorming, scheduling, mediation, and conflict resolution skills

· Wrote articles regarding women's issues for a quarterly magazine

· Provided peer support and counseling to individuals on issues of abuse and relationship crisis on a one to one volunteer basis

· Corresponded with readers while in the position of magazine coordinator

· Worked on the production of an International Magazine
Creative Skills
· Illustrated for various magazine articles and covers

· Conceptualized with other collective members the layout and design of a quarterly magazine

· Developed and supervised the instigation of a regularly run column in publication

· Created and sold pieced of art in a variety of media, including paint, clay, wood, fabric, and pen and ink. 

Organizational Skills

· Created detailed directory of both hardware and software for governmental computer systems.

· Organized a variety of literatures by alphabetical /subject/ and issue date in governmental library.

· Developed detailed working budgets for persons with limited resources.

· Scheduled appointments and booked meeting rooms.

· Sorted a variety of mail and insured mail was delivered to appropriate individuals for correspondence.

· Developed comfortable and orderly workstations for incoming employees
Computer

MS word 97

MS Internet Explorer 

MS PowerPoint

Windows 5.1 & 95 

MS Publisher 97 

MS Works 4.0

MS Excel 97

Netscape Navigator 

Pine & Eudora Email 

Education

1997- Tideline Ventures, Victoria BC

Computer Concepts and Professional Development

1994 - Life Skills Project, Victoria BC

Career Exploration and Assertiveness Training

1990 - Camosun Collage, Victoria BC

Employment Orientation for Women

1986 - Receptionist/Bank Teller Program, Victoria BC

1981 - Retail Sales Course, Victoria BC

Victoria Chamber of Commerce

1980 - Parklands High School, Sidney BC

Grade 12

Work History

1997

Ministry of Small Business and Tourism
Victoria BC

Duties: Typing, formatting, and proof reading outgoing proposals; Switchboard; Scheduling Meetings; Construction and arrangement of workstations for new employees; Formulation of a concise list of hardware and software used and available in the Ministry office; 

Categorizing and organization of ministry's public access library
1983-1997

Self-employed as Artist/Group Facilitator/Homemaker & Childcare
Victoria BC
Duties: Scheduling; Event planning; Light Nursing; Interior Design; 

Conflict Resolution; Cooking, Baking, and Nutrition; budgeting; Sewing; Teaching

1994-1995

Hecate's Loom Magazine Collective
Volunteer Coordinator
Victoria BC

Duties: Scheduling; Mail pick up/organization/delivery; Proof reading; Writing; Correspondence; Mail out; Conflict Resolution; Brainstorming

1981-1982

Bon-Bon Cafe

Customer Service
Toronto Ont.

Duties: Greeting patrons; Service of beverages, alcoholic and none; Food service; Opening and Closing preparation

Personal interests & Activities

· Member of the Society for Creative anachronism

· Researching using the internet

· Drawing, Painting, and Sculpting

References and diplomas available upon request

