
VANCOUVER PARA BRASILEIROS
WWW.VANCOUVERPARABRASILEIROS.COM 

Atenção: os nomes, endereços e informações contidas no modelo são fictícios e semelhança com a realidade é mera coincidência
--------------------------------------------------------------------------------------------

Joao de Oliveira Silva

#204-1228 Howe Street, Vancouver, BC, V6G 2W8

Phone: 604-624-3955 Email: jaooSilva@gmail.com

Objective:  i.e. A position, which offers the possibility to build a long lasting career 
Observação 1: neste campo você deve colocar de forma breve  e objetiva qual é  o seu objetivo profissional. Evite frases vagas do tipo “my objective is to find a job in Vancouver”. Prefira algo mais específico do tipo “my objective is to find a job in Tourism management, which is the area of my education e professional experience”
Employment History

Company name






   
 Date

City, Province, Counrty
----------------------------------------

 

Position: Title of your position

Responsibilities:  
Observação 2:  seja o mais breve e objetivo possível ao descrever suas responsabilidades abaixo. Evite frases vagas e idéias repetidas
Provided administrative support to all departments including Executive Office. Acted as the “go-to” person for staff questions on policies, procedures, business equipment and various other topics

Provided a consistent level of administrative support services by standardizing correspondence templates, formats, protocol and procedures

Preserved, organized and managed records and information by expanding and maintaining the organizational records management system.  Advised on methods to maintain security and confidentiality of records

Monitored and controlled costs of office equipment; researched options for replacement of office machines; presented recommended budget

Member of the Health & Safety Committee as well as the Emergency Response Committee

Company name






   
 Date

City, Province, Counrty
----------------------------------------

 

Position: Title of your position

Responsibilities: 

Accounts Payable/ Receivable duties

Responded to employee and management inquiries by researching and resolving Payroll and benefit related issues

Provided administrative assistance to the Payroll Supervisor

Made arrangements for travel and accommodation

Compiled, verified, record and process applications, licences, permits, contracts, 

             registrations, requisitions and other forms and documents 

Prepared regular weekly Sales & Processing reports

Maintained internal, manual and computerized record-keeping systems

Developed and maintained mailing lists and databases

Organised meetings and special events 

Maintained diaries and made appointments

Company name






   
 Date

City, Province, Counrty
----------------------------------------

 

Position: Title of your position

Responsibilities:

Supervised, trained and developed all personnel with the goal of achieving an exceptional level of service

Ensured that all staff followed food safety and restaurant procedures

Provided assistance to staff during escalation conversations with customers

Worked on various stations within in the restaurant, cash, kitchen and drive through for example during peak periods

Financial management: reporting, forecasting, daily receipt processing, purchasing and cost control

Assisted the Owner in preparing and implementing marketing strategies 

Organised functions 

Company name






   
 Date

City, Province, Counrty
----------------------------------------

 

Position: Title of your position

Responsibilities:

Handled reservations of entire hotel with the aim of increasing occupancy

Assisted Owner with all Sales & Marketing Promotions

Delegation & Supervision staff of 4 (four) 

Check –In & Check-out’s

Assisted guests with travel itineraries 

Monitor cost control, property condition, cleanliness and quality of service  

Observação 3 - Não esqueça de incluir no final do currículo a seguinte frase "“ references available upon request”. 

Observação 4 -  É também recomedável você mencionar qualificações adicionais (sob o subtítulo de "additional qualifications", tais como conhecimento de computação ou qualquer outra habilidade que você julgue ser também relevante 


