Natacha Duval

33A Deerfield dr.
Nepean, ON

K2G 3R7

Telephone : (613)678-3453
E-mail : natachaduval@hotmail.com
Objectives

To help others, young and old.

Skills

Can communicate and write in both French and English. I also have a basic knowledge of Spanish. I am capable of communicating excellently with others as well as working in groups. I have experience in alphabetical filing and I can also work very well with computers (WP8, Simply Accounting, Microsoft Word, e-mail, internet ) I have a 

 65 words/minute computer keyboard speed.

Education

As of September
Student at La Cité Collégiale






Ottawa, ON
2001 – 2005




Grade 12 Graduate (diploma)






Ecole secondaire catholique Le Relais







Alexandria, Ontario

October to December 2004


Basic Income Tax Course 

Glengarry Accounting/Liberty Tax Service

Alexandria Ontario

September 8th 2004
Health, security and dangerous products used at work (provided with proof-card)

1991 – 2001
École Elda-Rouleau (catholic elementary school) (4 th , 7th  and 8th  grade only)


Alexandria, Ontario

Working Experience
June 2006 – August 2006
Herb’s Travel Plaza (truck stop)


Tasks : cashier/clerk, receptionnist, authorise t-check, com check, etc. transactions
June 3rd 2005 – August 23rd 2005
R.B. Farm & Dairy Equipment Ltd.


Tasks : secretary (filing, customer service, accounts receivable, bookeeping in Simply Accounting…)

September 16th  2004 – January 21st  2005
Terre des Jeunes (public elementary school)


Tasks : teacher’s aid in pre-kindergarden, 3rd grade and 4th grade.

July 25th 2004
Catering


Tasks : preparing food for the celebration; serving the guests; cleaning the tables once the meal is over

Summer 2001
Glengarry Accounting/Liberty Tax Service


Tasks : filing of different confidential documents

Volunteer Work

2003 - 2005
Café Chantant of l’école secondaire catholique Le Relais

Tasks : hostess to people arriving

September 2nd to 24th 2003
Maria Goretti, retirement home


Tasks : assistance to the recipients and the personnel

May 14th 2003
Fund raising diner for Haïti


Tasks : helped preparing a diner to help out people living in Haïti; hostess for people arriving; etc.

February 25th 2003 to April 30th 2003
The Palace, retirement home


Tasks : assistance to the recipients and the personnel

Refenrences

Available upon request

