Sarika Naidoo





Contact Information
75 Woodford Way





Phone: 613-851-2818

Nepean, K2J 4B5 





Email: sarika@sympatico.ca

Ontario, Canada
Dear Hiring Manager, 

I am a recent graduate (June 2006) of the Bachelor of Science (Honours) program at Carleton University; with a Major in Biology and a Minor in Psychology; with good academic standing. 

Along with a strong background in science, I have ample experience in business and administration. I have over 5 years of work experience in several companies, from which I have acquired a myriad of skills. 

I am a natural communicator who can speak, read, and write in both English and French. I work equally well in a team or independently, and can effectively multitask to complete all duties in a timely manner. I am a capable learner and will use intelligence and competence in executing the responsibilities to which I am appointed. 

Thank you for taking the time to consider my application. 
Sincerely, 

Sarika Naidoo

Resume
EDUCATION​​​​​​​​​​​​​​​​______________________________________________________________________________
Carleton University 
(2002-2006)




     
Graduate 
- Completed Bachelor of  Science – Honours

- Major in Biology 
- Minor in Psychology






Sir Robert Borden High School (1997-2002)


 
Graduate
- Graduated with Honours as an Ontario Scholar 
- One of Ten students chosen for CUE program at Carleton University 

(mini-enrichment courses for high achievers) in spring 1999







EMPLOYMENT___________________________________________________________________________
Payless Shoe Source


2001 - Present
Key Holder Sales Associate

Duties:

· Opening and closing the store, operating register, customer service
· Processing, unpacking & shelving of shipment, housekeeping
· Received several in-store awards for high sales and customer service
Hudson Bay Company

General Office Associate


Present

Duties:

· Operation of Switchboard, P.A. system, cash register

· Placing/Receiving orders, processing bill payments, various data entry

· Customer service (person & telephone), filing, mail processing

Canadian Mothercraft of Ottawa-Carleton/ Children’s Integration of Canada   
Program Assistant for Disabled Child
  

2004 - Present

Child has Pelizus Merzbacher Disease 
Duties:

· Assist with feeding and venting/flushing (child has a feeding tube)

· Assist with Physical and Psychological training and activity planning
Centrepointe Medical Center


2001

Assistant Receptionist


Duties:

· Making & updating files, filing
SKILLS_& EXPERIENCE______________________________________________________
· 5 years experience in customer service, register operation & all store dynamics
· Strong background in all clerical/receptionist responsibilities
· Able to remain calm and courteous in awkward or difficult situations

· Strong interpersonal skills – with all age groups (written and verbal)

· Well organized and great time management skills

· Logical and able to grasp new concepts and routines without delay 

· Knowledgeable in computer programs such as MS Office, internet, and email

· Excellent writing skills with ample experience 

VOLUNTEER_________________________________________________________________
· Sir Robert Borden : The Grind, School Paper
· Leslie Park PS : Organized “Jump Rope for Heart”, School Paper
· Served on Student Council and Yearbook Committee
· Worked as Welcome Committee at Nortel Company Picnic

· Planting trees for the city of Nepean
· Experimental Farm 
· Old Age Home - Played keyboard for residents 
  - Helped serve and feed residents
INTERESTS__________________________________________________________________                                                                                                                                                                                                       
· Kickboxing – Pro Kick Program, Silver Level II
· Volleyball – Played on school team for 4 years

· Human, Animal, and Environmental Biology – Keen interest in microbiology
· Reading, writing & drawing

· Saving the environment

