
Claudia Kambourelis

178 Manley Lane, Milton ON L9T 5P1

Mobile: (416) 602-1272   Home: (905) 693-1080
E-mail: claudia.kambourelis@hotmail.com
Objective

Seeking the opportunity to teach English to young students in South Korea where I can gain invaluable work experience and explore an exciting new culture. 
Summary of Skills

· Excellent English communication, research, and writing skills
· Enjoy working with children and able to maintain discipline while also providing a positive atmosphere for learning

· Computer literate with both Mac and Windows systems, including all Office Suite programs as well as Sage Business Vision Accounting software

· Work well independently as well as part of a team and under pressure
· Thrive in goal-oriented environments 
· Positive and outgoing attitude open to taking on versatile job roles

· Display thorough attention to detail, organization, and time management
· Fluent in Spanish, basic French and Greek

Education

University of Ottawa




       September 2009 – August 2012
Bachelor of Social Science Honours in International Development and Globalization
Humber College





            September 2007 – May 2009

General Arts and Science Diploma

Dean’s Honour List (2008-2009)

Psychology Merit Award (2009)
Bishop P.F. Reding Secondary School


           September 2003 – June 2007
High School Diploma

Work Experience
Junior Coach, Springer’s Gymnastics Club 
        October 2006 – March 2007
· Assisted head coaches by teaching young age groups of children (4 – 8 yrs) basic gymnastics skills   
· Wrote up performance and progress reports, and assisted head coaches with class management and organization

· Created activities and exercises to lead warm-up and cool down routines

· Initiated and motivated all kids, and particularly the shyer students, to participate and learn to enjoy group activities by participating along with them and displaying a positive and outgoing attitude
Billing & Finance Administration, Tyco Integrated Security

September 2013 – Present
· Reviewing all invoices for top national accounts, including major financial institutions, ensuring billables are in accordance with contract rates and agreements as well as purchase orders

· Gathering data and charges on each account to create comprehensive spreadsheets for clients in a timely manner 

· Reaching out to branches nation-wide for special requirements such as pricing adjustments, keeping track of all contact to verify that duties are fulfilled

· Creating monthly and bi-weekly reports for A/R department 

· Following up with account executives to analyze ongoing and outstanding projects and review balance on accounts  

Human Resources & Projects Coordinator, New Directions Aromatics

April 2013 – September 2013 
· Providing orientation and training for new employees 
· Ensuring workplace matters are conducted in accordance with all employment, labour and human rights laws 

· Responsible for selection process of hiring new employees, conducting performance reviews, enforcing disciplinary actions and practicing conflict resolution

· Part of ISO (9001:2008) team, responsible for recording meeting minutes, preparing for audits and creating annual customer satisfaction survey 

· Taking initiative in team management by continuously tracking potential fields for improvement to maximize output and profits (such as developing plans for a new Warehouse Management System) 

· Coordinating workshops: scheduling classes, registering participants, ordering materials, preparing classroom, assessing instructors' performances
Customer Service & Sales Rep, New Directions Aromatics

September 2012–April 2013
· Answered inquiries, solved technical problems, and provided information to customers and prospective clients about products and wholesale purchases

· Promoted sales by up-selling and going beyond personal duties to meet customers’ needs as well as reaching out and building relationships with clients
· Coordinated large-scale sales (ranging from $5,000 - $20,000) between clients and purchasing and inventory departments
· Investigated and resolved customer complaints

· Processed orders through Sage Business Vision Accounting software 

Office Assistant, TransCanada Institute (UoGuelph) 
November 2006 – May 2012
· Worked as well as volunteered on occasional basis 

· Transcribed audio interviews of authors discussing literary work
· Organized and filed archives and books, carried out library work, took phone messages, made out calls, and created lists of addresses for mail-outs

· Assisted in the planning and organizing for the opening of the institute, international conferences, fundraisers, and book sales

Sales Associate, Real Canadian Superstore - Garden Centre
April 2011 – August 2011
· Fulfilled customer inquiries on gardening needs and planting
· Responsible for gardening grooming and maintenance
· Tracked stock and ensured organization of products
· Served customers at checkout
Other work experience:
· Cashier, The Home Depot (April 2009 – September 2009)
· Server/Cashier, Booster Juice (May 2008 – August 2008)
