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August 4, 2008
Good day. I am interested the NRC-IRAP Planning and Reporting Officer position.
I am a graduate (June 2005) of the Bachelor of Science - Honours in Integrated Science at Carleton University. The year before, I graduated with a Bachelor of Arts in Law. As of June 13th, 2005, I have completed 5 years of full time study, with good academic standing.
My Science and Law degrees have allowed me ample experience in data collection, analysis, interpretation, and a high aptitude for document writing. As such, I am well versed in related computer programs such as the Internet Explorer, Excel, MS Word and Powerpoint. I have, over the years, presented a myriad of reports using MS Word and oral presentations with Powerpoint. 
With my experience in technical support, I'm comfortable with heavy computer use and learning new applications (i.e Sales Logic and other information management systems software). 

My entire university career revolved around report writing and, therefore, literature research and review. I am quite skilled in locating articles using the internet and various databases. I can effectively assess the value of the literature and I am able to quickly mine articles for relevant information.
As an assistant manager, I had acquired some administration skills including updating a customer mailing list and database, as well as photocopying, collating and mailing out business materials. 

I am well prepared for working within deadlines and can effectively multi task to complete all duties in a timely manner. I am well organized and work equally well in a team or independently. I am also functional in both English and French. I am teachable and quickly acquire new skills and concepts, physically fit and I welcome new challenges. I am a highly educated and well-rounded individual eager to work hard and excel. 

I welcome an interview with you or one of your associates at your earliest convenience. I can be reached at (613) 421-8492 to arrange for an interview at a convenient time.

 Sincerely,
Thaila Riden
