September 16th, 2003

Dear Ms. Willox,

Please accept this letter in response to your advertisement for the office personnel position you have available within your company.  As someone with experience in administration and office management, as well as a genuine love of working with people, this position is of great interest to me.
 

My background combines a unique balance of practical office management skills with many years of working closely with people in a variety of settings.  In my role as office manager and chiropractic assistant, I have developed a number of skills that will contribute to my success as a member of your company.  These include strong computer skills, the ability to multi-task, manage time effectively, and interact in a friendly and professional manner with co-workers and clients alike.  

 

Thank you for your time and consideration. If further information regarding my application is required, please do not hesitate to contact me by telephone: (604) 317-0757 or by e-mail: meg_hasekwatt@hotmail.com. 

I look forward to hearing from you very soon.

 

Best regards,
Meagan Hasek-Watt

Meagan Hasek-Watt

Suite #1

2292 West 6th Ave

Vancouver, BC. V6K 1V8

Home Phone 604 317-0757

Email meg_hasekwatt@hotmail.com
QUALIFICATIONS

(Excellent communication, organizational and motivational skills

(Enthusiastic, Caring and Committed to helping others 

(Enjoy working in a team-oriented environment

(Typing speed of 70 wpm
RELEVANT WORK EXPERIENCE

Jun 2002-present  Chiropractic Assistant/Office Manager, Life Chiropractic, Vancouver B.C.

As the sole assistant and employee in a busy chiropractic clinic, responsibilities included everything from ensuring patient comfort, booking appointments, general accounting & answering phones to marketing, external program development, health promotion, and patient education. 

Daily use of Moneris and such software programs: Quickbooks, MS Office (Word, Excel etc.), Adobe Photoshop and the Better System in addition to navigation of the World Wide Web. 

Handled confidential patient information, large sums of money, and entrusted with the alarm code and key to open/close the office on a daily basis.

Highlights: 

Organized annual Back-To-School Safety Day: a family orientated community event involving the Vancouver Police Department, Vancouver Fire & Rescue Services, & Child Find B.C. 

Developed and played an integral role in the implementation of a health education program for the Vancouver School Board entitled “Vertebrates & Invertebrates”.

Sep 2001-present
Research Assistant, U.B.C Psychology Department, Vancouver B.C

Duties include telephoning, interviewing and working individually with participants, as well as handling large sums of money.  Designing and developing new studies is an ongoing process. Daily scheduling of appointments and data entry are also routine.  

Computer programs used are MS Word, Excel and Power Point, CSS Statistica, LivePix, SuperLab Pro, and Adobe Paint. Organizational skills and confidentiality are very important aspects of this job. 

VOLUNTEER EXPERIENCE

Arthritis Social Crew (ASC) 2002-present

--Cofounder of the first young persons with arthritis group in the Lower Mainland.

--Raise public awareness about young people and arthritis and acting as a resource and authority on the topic of arthritis and youth.

--Liaise with the Arthritis B.C/Yukon Division Regional Co-ordinator and other interested parties such as Rheumatologists in the lower mainland.

--Organize social activities for group members, run meetings, plan and execute marketing campaigns, etc.

Vancouver Coastal Health Authority 2002-present

--Selected to serve on the Vancouver Community Health Advisory Committee as a public representative. 

--Attend regular monthly meetings to discuss strategic directions and plans of the VCHA, providing feedback and advice to the VCHA Board.

--Liaise between other Community Health Advisory Committees: Richmond and North Shore/Garibaldi.

UVIC Center on Aging/UBC Institute for Health Promotion Research 2001-present
--Trained facilitator of the “Living a Health Life with Chronic Diseases” Self-Management Course, helping people of all ages, suffering from all different types of chronic diseases learn to manage their condition.
Arthritis Society B.C./Yukon Division  2000-2001
--Volunteer for the “Arthritis Answers” Line, a telephone information service, answering phones, preparing packages for mailing and helping find requested information for callers. 

--Assistant to the coordinator of the “Joint and Water Works” programs, contacting instructors and facilities in order to update current records and information for the public.  

EDUCATION

BA Major in Psychology obtained from U.B.C September 1998-May 2003  

Graduated with an 87.5% GPA

REFERENCES

Available upon request

