JANET NSA
647-219-4830
9 Busch Ave, Markham
Janet.nsa@ontario.ca
WIN: 537108

To Whom It May Concern,
Re: Job ID 221198, Program Assistant, Ministry of Labour, Immigration, Training and Skills Development.
I am writing to express my interest in the Program Assistant position (Job ID: 221198) at Ministry of Labour, Immigration, Training and Skills Development. With over 8 years of experience in providing comprehensive administrative support, combined with my strong background in document preparation, scheduling, and information management, I am confident in my ability to contribute to the success of your team.
In my current role as an Administrative Service Representative at the Ministry of Agriculture, Food and Agribusiness, I have honed my skills in drafting routine correspondence, preparing complex reports, and managing various administrative tasks. My experience aligns well with the qualifications you are seeking, and I am excited about the opportunity to bring my expertise to your organization.
Here are some of the skills and experiences that match the qualifications you are seeking:
· Clerical and Administrative Support: I have extensive experience providing clerical, administrative, and related support services, including assisting with on-the-job training, coaching staff, and managing work overload situations.
· Meeting Support: I am proficient in providing assistance at team and committee meetings, taking and preparing minutes, and ensuring accurate documentation.
· File Management: I have maintained both paper and electronic file information management systems, conducted searches, and retrieved files as requested, ensuring compliance with retention schedules.
· Occupational Health & Safety Support: I have experience recording event details, responding to urgent calls, and maintaining data integrity within electronic program systems.
· Employment Standards Support: I am skilled in creating and updating records, scheduling meetings, and performing various searches and statistical reports as required.
· Client Interaction: I have handled external and internal calls, identified the nature of inquiries or complaints, provided general information, and ensured confidentiality while complying with client service standards.
· Document Preparation and Proofreading: I am adept at updating and preparing reports, spreadsheets, letters, and other documentation, ensuring accuracy and quality.
· Technical Proficiency: I am proficient in using Microsoft Office, database systems, and other software consistent with the Ministry's information technology platform.
· Organizational Skills: I have strong organizational and time management skills, allowing me to prioritize tasks and manage conflicting deadlines effectively.
· Interpersonal and Communication Skills: I work effectively within a team environment, interact with the public professionally, and prepare accurate correspondence.
I am passionate about providing exceptional administrative support and believe my skills and experience make me a strong candidate for the Program Assistant position. I am excited about the opportunity to contribute to the Ministry of Labour, Immigration, Training and Skills Development and support your team in achieving its goals. I look forward to the opportunity to discuss my qualifications further and can be reached at 6472194830.
Thank you for considering my application.
Sincerely,
Top of Form
Janet Nsa, 
WIN: 537108






WORK EXPERIENCE
	
Administrative Service Representative 	Dec 2024 Till date
Ministry of Agriculture, Food and Agribusiness • Guelph, Canada
· Streamlined scheduling and operational support for Unit Managers and staff, ensuring efficient workflow and time management using tools like Microsoft Outlook and OneNote.
· Reviewed Out of province and Out of North America travel arrangements, Organized and booked boardrooms for meetings, conferences, and events, leveraging tools like Microsoft Teams and SharePoint to centralize information and improve coordination.
· Supported unit-level HR processes, including interview scheduling, onboarding, and offboarding, utilizing HR management systems to ensure compliance and seamless transitions.
· Assisted the Branch Coordinator in planning and delivering the Summer Students Project, using project management tools like Microsoft Planner to track progress and deadlines.
· Supported unit-level expenditure tracking and asset management processes, ensuring accuracy and accountability through tools like Excel and financial management software.
· Procured goods and services, including office supplies, using procurement platforms like ONRequest to streamline requests and approvals.
· Managed and Reconciled Pcard transactions and expense tracking for unit-level reporting, ensuring compliance and transparency with tools like SAP or similar financial systems.
· Maintained filing systems and databases, ensuring easy access to critical information and improving organizational efficiency using tools like SharePoint and OneDrive.
· Updated and maintained the ASR desk guide via OneNote, ensuring accurate and accessible documentation for team reference.
· Submitted invoices and IT requests through ONRequest, simplifying administrative workflows and ensuring timely processing.
· Populated and kept up to date spreadsheet for each unit expenses and expenditure management which unit mangers use as a great tool for financial forecasting.


Executive Assistant 	May 2023 – Dec 2024
Behaviorprise Consulting and Healthcare • North York, Canada
· Spearheaded efficient communication for the Executive Director by Utilizing Microsoft Outlook to prioritize and organize daily schedules ensuring accurate scheduling and minimal conflicts. Completed daily calendar updates and adjustments promptly and crafted 50 meeting agendas.
· Effectively provided clear and supportive communication with government agencies and parents of clients with developmental disabilities seeking staffing support and ensuring appropriate staffing and support is provided swiftly while demonstrating judgment and independence in decision-making.
· Excellent proficiency in document formatting and organization and experience with preparing grant documents. Completed tasks for ongoing projects by specified deadlines, facilitating timely submission of proposals.
· Executed precise financial management, generating 300+ biweekly error-free invoices for clients using time and attendance sheets and Excel.
· Ensured financial accuracy through meticulous reconciliation, identifying and rectifying disparities between receivables and invoiced amounts.
· Maintained a compliant and well-equipped office, overseeing supplies, equipment, and adhering to safety procedures, including First Aid/CPR knowledge. Conducted weekly inventory checks and maintenance tasks to ensure adequate supply levels and enhance overall office productivity.
· Enhanced organizational efficiency by managing staff records, conducting reference checks, and facilitating seamless onboarding processes.
· Managed over 100 daily calls, swiftly resolving complaints and addressing staff needs with minimal turnaround time.
· Implemented and maintained a streamlined filing system for efficient document organization and accessibility.
· Efficiently planned and coordinated meetings, teleconferences, and events using Teams, Zoom and google meets. Scheduled and confirmed all activities at least 2 weeks in advance, promoting effective communication and collaboration among team members.
· Actively participated in special projects initiated by the Executive Director, showcasing adaptability and versatility.
· Used When I work Scheduling App and to accurately track and update time and attendance sheet for support Staff and cross-referencing it with payroll on Quickbooks for payment accuracy
· Ensured timely payment processing by completing payroll data entry on Quickbooks before each pay period deadline, targeting a payroll accuracy rate of 100%.
· Utilized travel management software to organize travel logistics, confirming arrangements within 24 hours of request receipt. Ensure prompt confirmation to facilitate smooth travel experiences for personnel.
· Responsible for processing medication intake for clients at the day program
· Responsible for scheduling client’s attendance to day program and scheduling meetings and visits for clients parents .
· Updates client’s files with any updated BSP or ISP both physically and electronically.


Assistant Operations Manager	Mar 2019 – Feb 2023
Polaris Bank Limited 	
Provided support to the Head of Operations by reducing the workload of handling customer interaction including walk in, emails and phone interactions and ensuring day-to-day operations run smoothly and efficiently.

· Optimized customer interactions, reducing workload by managing walk-ins, emails, and phone interactions for smooth day-to-day operations.
· Streamlined decision-making processes with management reports based on up-to-date financial information on branch position and performance.
· Ensured financial transaction accuracy by meticulously checking errors on previous day's transaction tickets before submission to internal control.
· Processed payroll schedules for 50+ organizations efficiently using Excel, Flexcube, and Kastle Software.
· Coordinated virtual and in-person meetings, handling logistics through Microsoft Outlook, Microsoft Teams, and Zoom, and ensuring accurate minute-taking and circulation.
· Ensured timely processing of remittances, returns, and reports to regulatory authorities, Government Agencies, and departments.
· Oversaw proper documentation and filing of account opening documents, customer instructions, and tax remittances.
· Conducted monthly reconciliation of General Ledgers, promptly resolving inconsistencies in line with management approval.

Customer Service Representative	Aug 2013 - Mar 2019
Polaris Bank Limited 	
· Managed new account creation and customer record updates with confidentiality, contributing to daily performance and quality monitoring exercises.
· Proactively informed customers about available banking products and services, addressing their needs and overseeing customer complaints.
· Processed diverse banking transactions, including cash deposits and withdrawals, cheques, transfers, bills, credit card payments, money orders, and certified cheques.
· Resolved inquiries and discrepancies concerning customers' accounts, demonstrating effective problem-solving skills.
· Facilitated the onboarding of 50 new accounts weekly, collaborating with the sales team to meet weekly targets and expand the branch's customer base.
· Implemented metrics to measure the branch's success in delivering world-class customer service, consistently ranking in the top 3 in the bank's monthly service report in 2019.





CERTIFICATIONS
	
Product Management	August 2024
Brain Station	



EDUCATION
	
Global Business Management	Jan 2023 - Aug 2024
Seneca College • Markham, Ontario	

Computer Science	Sep 2007 - Jul 2011
Caritas University • Enugu, Nigeria	

SKILLS
	
	· Service and Support
	· Quality Assurance
	· One Note

	· Time Management
	· Data Analysis
	· IFIS

	· Documentation and Filling
	· Administrative Excellence
	· Microsoft Office Suite

	· HR expertise
	· Team Building
	· Microsoft Teams

	· Analytical Skills
	· Team Training
	· Microsoft Outlook

	· Prioritization 
	· Jira
	· Sharepoint

	· Financial Acumen
	· Sales Collaboration
	· Power BI



