DAVID WELBOURN

1-161 University Avenue East   •   Waterloo, Ontario N2J 2W4   •   (519) 747-4074

E-mail:  dswxyz@look.ca   •   Website:  http://webhome.idirect.com/~dswxyz

JOB OBJECTIVE

Looking for a Data Entry, Clerical, Word Processing, or

Content Management job an Office Setting

HIGHLIGHTS OF QUALIFICATIONS

•
One year experience as Office Assistant Volunteer

•
20 years experience as Programmer for computer registration firm

•
Master Certificate for Microsoft Office 2000

•
Able to perform repetitive tasks with high degree of accuracy

•
Dedicated, organized, and detail oriented

SKILLS AND EXPERIENCE

GENERAL OFFICE

•
Typing speed of 60 words per minute

•
Successfully completed Ministry’s redesign of their prosecution report binders

•
Take pride in photocopying, labelling and organizing printed materials quickly 

and efficiently

•
Skilled and competent in many clerical procedures such as record keeping, filing, mailing and report preparation

COMPUTER

•
Earned Master Certificate for MS Office 2000 in 2003 with excellent scores

•
Successfully utilized Word, Excel and Access in my volunteer work

•
Good working knowledge of HTML, XHTML and CSS

•
Proven ability to program in C and other languages
PROOFREADING AND EDITING

•
Took inventory of over 30,000 files at the Ministry of Labour 

•
Manually converted a 571 programming manual from PDF to HTML

•
Created and maintained web pages for three organizations

•
Created programme books for local conventions

•
Edited code and output for a text adventure game
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WORK HISTORY
Office Assistant Volunteer
Ministry of Labour, Waterloo
2004

Office Assistant Volunteer
Working for Work, Kitchener
2003

Computer Programmer
Iris Registration Inc., Toronto
1998–2001

Computer Programmer
Self-employed, Waterloo
1992–1997

Computer Programmer
Lee Merrick & Associates, Toronto
1980–1992

Computer Programmer
Computer Systems Group, Waterloo
1979–1980
EDUCATION

Experience Matters, Region of Waterloo, Waterloo, Ontario

Office/Customer Service Program, 2003

•
 Basic WHMIS Training

•
 Microsoft Office User Specialist

•
 Achieving Extraordinary Customer Relations

University of Waterloo, Waterloo, Ontario

Bachelor of Mathematics, 1978–1983

Hillfield-Strathallan Colleges, Hamilton, Ontario
Governor General’s Silver Medal, 1978

Grinstead Cup for Mathematics, 1977 & 1978
References Available Upon Request
