Brian Burke

813 Borthwick Avenue, Ottawa, On K1K 2M5 (613) 204-4620, madelimek@gmail.com

 

Education

· Carleton University, Ottawa, Ontario - Master of Arts, Canadian Studies, 1999 

· Saint Mary's University, Halifax, Nova Scotia - Bachelor of Arts, French, 1996

Additional Education & Training

· Successfully completed five graduate level courses in French Studies, York University, Toronto, Ontario, 2007-2008

Teaching Experience

· Writing Tutorial Service, Carleton University, Ottawa, Teaching Assistant, September 1997 - April 1999 

· Tutored and provided writing and research support services to university students of all levels and assisted in outreach services by participating in the Tutorial Service led workshops.

· Grosse Ile School, Supply Teacher, Grosse Ile, Qc, November 1996 - February 1997 

· Acted as the Homeroom Teacher for three months during the regular teacher’s sick leave replacement and prepared and taught lessons in Math, Language Arts, Science and Art for school aged children in grades 3 & 4.

PROPFESSIONAL EMPLOYMENT EXPERIENCE 

Council for Anglophone Magdalen Islanders, Grosse Ile, QC, June 29, 2009 - August 28, 2009, Executive Assistant (contract)

· Edited documents and reports controlling the layout, grammar and language using a variety of software.

· Co-developed and modified tools, procedures and agreements needed to effectively manage and operate the Magdalen Islands’ Networking Association’s Health and Social Services Network.

· Co-developed with senior staff and network partners a four year strategic action plan for the MINA Network. 

· Assisted in the tracking and updating of health programs files and completed provincial and federal grant seeking applications for health and social services initiatives. 

KPMG, Toronto, ON, January 2, 2006 - December 29, 2006, Executive Assistant (contract) 

· Provided document editing and research support on sales and marketing presentations, communications correspondence and Request for Proposals. 

· Took minutes at sales and marketing meetings, made domestic and international travel arrangements, prepared engagement letters and updated the firm's contact and sales lead and database. 

· Handled and tracked billing invoices, processed expense reports, coordinated meetings, provided support on marketing initiatives and regularly ran conflict searches. 

 

Givex, Toronto, On, July 2, 2003 - December 16, 2005, Executive Assistant 

· Managed the RFP response process, developed and maintained the RFP/RFI template database and provided 

direct sales and client support to account managers in Canada, the Unites States and the United Kingdom. 

· Coordinated the production and dissemination of press releases and communiqués, marketing collateral and      major North American and European trade shows and events.

· Conducted market research on competitor products including product features, benefits, price points and vertical

·  markets and maintained the firm’s competitive analyses database.

Other Experience & Temporary Assignments    

· Environment Canada, Finance Directorate (Miles Employment Group), Executive Secretary, Vancouver, February - March 2009 (1 month)

· Ontario Ministry of Education, (Altis HR), Bilingual Administrative Assistant, Toronto, February - April 2008 (2 months) 

· Bloor Valley Fitness Club, Customer Service Representative, January 15, 2001 - April 1, 2003

· Georgeson Shareholder Communications (Spherion), Customer Service Representative, Toronto, October - December 2000 (3 months)   

· Coca-Cola Bottling Ltd. (Temporarily Yours), Customer Service Representative, Toronto, June - August 2000 (2.5 months)

· Ontario Ministry of Transportation (The People Bank), Bilingual Customer Service Representative, Toronto, March - May 2000 (3 months)   

Software and Technology Skills

· MS Word, Excel, PowerPoint, Access, Visio, Outlook, WordPerfect, Openoffice.org & Lotus Notes 

· Survey Monkey, Refworks, IE Explorer & Internet Research, Interaction & The Job Jar 

