Courtney MacNeil
1413 Gordon St.
Guelph, ON.
N1L 0B8
519-835-4308
courtneymacneil_2000@hotmail.com
PROFESSIONAL EXPERIENCE:

Agricorp








Jun. 2008 - Present
Agricorp is an agency of the Ontario government specializing in business risk management programs for Ontario farmers. We are a customer focused organization that works with partners to deliver programs and services to enhance the vitality of Ontario agriculture. 
Administrative Representative





Jul. 2010 - Present
Responsibilities:

· Handles procurement of corporate supplies including: ensuring adequate inventory of stationery and office supplies is maintained for all Agricorp employees, ensuring that supplier invoices reflect orders received, ensuring requests for special non-stock items are approved in advance being process orders. 
· Providing support to purchasing officer by handling procurement of goods/services under $5,000.00, sourcing pricing for items, scanning all procurement contracts creating an electronic version on file, creating new vendor folders and filing of purchasing paperwork, and processing all toner purchases. 

· Processing employee expenses including: verifying all expenses contain receipts as back up, confirming all expenses adhere to travel directive, entering information into Great Plains system, and providing copy of finalized expenses to Corporate Services manager. 
· Co-ordination of all Agricorp teleconferencing 
· Coordinating arrangements for business meetings (in-house and outside facilities)
· Creating travel arrangements including flight arrangements, overnight accommodation, car rentals, itinerary co-ordination etc. 
· Internal and external catering co-ordination

· Assisting department staff with large quantity and high-priority printing jobs, including package assembly and distribution. 

· Coordinating Agricorp’s Fleet Management services with service provided, including tracking of mileage, maintenance of gas cards, vehicle maintenance, licensing and insurance. 
Achievements:

· Created an online resource for Corporate Services most frequently used phone numbers, account numbers and addresses.
· Provided support to all of Agricorp for new courier service. Ensured we had accounts set up for all 80 field staff. Ensured supplies were received before the February 1st deadline to roll out the new courier. Created document for instructions on how to fill send and receive packages with Canpar. 

· Negotiated with hotel vendors to ensure best rates were received for 2011 Board of Directors meetings.

Customer Care Representative





Jun. 2008 – Jul. 2010
Responsibilities:
· Provided front-line contact for customers by receiving in-bound customer inquiries via multiple communication channels
· Advised customers/producers on options and the next steps for their preferred action, and provided technical support/assistance to facilitate their ability to provide paperwork or information required by the government and/or Agricorp
· Provided answers or solutions immediately, or redirected inquiry to appropriate department/resource for handling or more in-depth support

· Initiated follow-up with customer to ensure necessary information was complete and prepared for processing
· Performed data entry and data verification assistance to other areas.

· Actively participated in resolution of escalated customer disputes and followed-up to ensure commitments made to customers were kept

· Provided information to interested stakeholders within established perimeters and followed Standard Operating Procedures regarding confidentiality and permissions

Camis








Feb. 2007 – Jun. 2008
Camis products are composed of software, hardware, training and systems support. They are now one of the most widely used registration, reservation and cash control systems in Canadian public parks. 
Customer Service Representative
Responsibilities:
· Provided front-line contact to customers requesting campsites in all Ontario parks.
· Answered any inquiries regarding the site qualities and park specifications.

· Processed reservations, changes and cancellations for clients.

EDUCATION / CERTIFICATION:
Bachelor of Science






2003 - 2009
Areas of Concentration: Biological Sciences 


University of Guelph

Guelph, Ontario

