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Statement of Originality and Confidentiality

This portfolio is the work of Colleen Sutherland.  Please do not copy without permission. 
PERSONAL MISSION STATEMENT

I am a strong, independent female, with the desire to achieve all my goals in life.  I am a dedicated, resilient person, who never gives up, no matter what the obstacle.
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INTRODUCTION
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About Colleen Sutherland:

· Thorough industry research

· Desire to give my best; competitive nature

· Exceptional leadership skills  
· Teamwork is a fundamental key to any thriving business, a practice I enjoy being a part of
· Experienced and knowledgeable in this field of work, yet, I am also very willing to learn new skills, meet new challenges, and undertake any job requested of me.  
· Friendly, outgoing attitude, and always work my hardest to complete the task at hand.
EMPLOYABILITY SKILLS PROFILE

The Conference Board of Canada’s Employability Skills Profile 2000+ identifies key skills required in the Canadian workplace. The following is my self-assessment of some of these important skills that I possess:

FUNDAMENTAL SKILLS

(
First person to supervise for City of Pembroke as a high school student

(
Worked my way from employee to manager at three different positions

(
Bartending Course (Algonquin College), Smart Serve

(
Smart Tan Certified with honours (passed with over 90%)

(
Management placement at KI, shadowing all managers in their fields 

PERSONAL MANAGEMENT SKILLS

(
Worked at least two jobs at one time since the age of fourteen


(
OSSD completed with honours, Ontario Scholar (OAC average over 80%)

(
College student (on Dean’s List), while holding two jobs

(
Own car and have invested wisely in RRSP’s since high school 

(
Live by myself, and am financially independent since age of 18

TEAMWORK SKILLS

(
Attended Leadership Camps through high school

(
Worked for Harvey’s for 4 years, gaining great knowledge & little money 

(
Have managed employees twice my age, working together as a team

(
Guiding member: from Brownies, to Guides, to Pathfinders over 10 years 

(
Completed swimming lessons through to Bronze Cross
KEY SKILLS

SUMMARY:

Working in the service industry can have its rewards, and it can have its downsides.  I worked in a busy hotel, restaurant kitchen for over two years while attending high school, an establishment that had a busy dining room, as well as, served banquets for up to 300 people.  At times, it seemed that you couldn’t get things done fast enough, but through these endeavors I have learned great perseverance.  No matter how endless the job seemed, like serving a buffet on Mother’s Day with food running out every time you turn around, I always gave my best effort to complete the task, and keep the customers happy; never allowing my smile to falter.  The service industry has been a huge determining factor for my life, helping to finance my college education.  I have learned how to set goals and priorities balancing work, school, and my personal life.
Reference to verify skills:


Name:

Yves Matteau


Title:

Head Chef


Company:
Westwinds Restaurant


Address:
Pembroke Best Western


Phone: 
(613) 735-7195

KEY SKILLS

SUMMARY:

Certain jobs have a set routine by which you complete day-to-day operations, working for The City of Pembroke at the local park and marina, however, was a completely different story.  At this position, I did everything from cut the grass, line ball diamonds, scrub bathrooms, admit campers and mini-putters, collect garbage, and this is just a glimpse.  This was a huge learning experience for me, and one that taught me to work hard, but still demonstrate a clean, happy demeanor for the public to see.  Since I was working for the city, you are always on display, under public scrutiny, and by the watchful eyes of city councilors.  Here, I learned many valuable lessons, primarily, good organization and the ability to recognize and respect people’s diversity, individual differences, and perspectives. When you have to cover a vast area in many different facets, you need to know how to balance your time properly, how to prioritize your tasks.  Working for Riverside Park helped me to develop this, a skill I now use everyday in life.  
Reference to verify skills:


Name:

Debbie Dargus


Title:

Buyer/Timekeeper/Student Supervisor


Company:
City of Pembroke


Address:
Public Works


Phone:

(613) 735-6816


KEY SKILLS

SUMMARY:

Seeing your hard work pay off is always exciting, and this is what happened for me after two years of being a park attendant, I was promoted to the staff supervisor for The City of Pembroke.  Becoming supervisor meant delegating to employees older than me, and taking on a huge responsibility at the tender age of 18, being on-call basically 24 hours a day for the months May through September.  Here, I gained superior knowledge in problem solving and trouble-shooting, two key components needed in every successful businessperson’s arsenal.  Just about every bad situation could and did arrive during my two years as supervisor, and learning how to deal with people much older, very disrespectful, and being female on top of that in a primarily male-dominated industry was a skill I will never lose.  My experience as supervisor is one I will always treasure, as being the most informative, challenging, and character building.

Reference to verify skills:


Name:

Barry Church


Title:

Works Administrator


Company:
The City of Pembroke


Address:
Public Works


Phone:

(613) 735-6821


EDUCATIONAL BACKGROUND
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· School and education has always been my niche.  I have always excelled academically, and thoroughly enjoy learning.  I have done public speaking, science fairs, was the valedictorian, won the math & science award, was an Ontario Scholar, and won the prestigious Principal’s Award.  In high school I was an honour roll every semester through the French Immersion system, and I again graduated my OAC year as an Ontario Scholar. 
·  From here, I was accepted to every university I applied to; however, I opted to travel through Europe, thus, taking two years off from academics.  After this heightened experience, I no longer felt that university was my calling, so I re-researched my options and chose Algonquin College, the Small and Medium Enterprise Management program (SME), making the right choice, since the practicality and hands on nature of this course just reels me in. 

Go to the Small and Medium Enterprise (SME) Management website at:

· http://www.algonquincollege.com/acad_menus/current/0242X1FWO.html
A SUCCESS STORY
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· Since the age of 18 I have been financially independent, and have completely financed my tuition for the three years of my college career through working at least two jobs during this time frame.

· I am especially proud of this accomplishment since I have maintained an excellent GPA and have been on the Dean’s List during this very hectic, challenging time period.

· This commitment to hard work, dedication, and ability to organize and plan my time wisely will be beneficial assets for any future employer.

A CAREER OBJECTIVE
→ At this point in my career, I have not yet determined an exact path, however, in saying that I do know that I will be working with people, in some facet of the service industry.  I have worked for a small enterprise, a tanning salon, SunKissed. SunKissed is a member in the International Smart Tan Network,http://www.smarttan.com/ and being a former employee, I am Smart Tan certified myself.  This is an industry that continues to grow and that I can see myself endeavouring in the future.
In order for a salon to obtain Smart Tan status, you must adhere to industry standards:

· Teaching all staff responsible administration of ultraviolet light

· Teaching all clients ways to avoid overexposure to the sun, indoors and out

· Keeping the salon in the highest standards of cleanliness and sanitation.  I enjoy this field immensely, and I love the interaction with clients.  

The tanning industry has come a long way, although much of the public is still much uninformed when it comes to issues concerning the sun.
The following are great info and research sites on the indoor tanning industry.  Go to:
1. www.smarttan.com:  The International Smart Tan Association-official website

2. www.tanningtruth.com:  Smart Tan Tune-ups

3. http://www.theita.com:  The Indoor Tanning Association- official website

4. http://www.indoor-tanning.org/page.php?ArticleID=137:  Information on the annual indoor tanning tradeshow

5. www.tanning-trends.com:  Industry trends updated monthly

The biggest myth is that tanning causes skin cancer.  Indoor tanning is a smart, responsible, controlled method of tanning, and the golden rule is “DON’T EVER SUNBURN”.  In most cases, most non-tanners burn more often than people who tan indoors.  The industry is actually part of a solution in the battle against sunburn, and in properly educating society how to “identify a proper and practical life-long skin care regimen”.  According to Dr. Michael F. Holick, director of General Clinical Research at Boston University School of Medicine, “Since some exposure to sunlight is beneficial to your health, it is reasonable that if you wish to be exposed to sunlight that you can do so with relative safety if you make sure that you do not receive a sunburn.”  Dr. Holick reiterates the fact that sunlight is actually beneficial to your health, producing Vitamin D for which many people are deficient, helping people with bone disease, and helping to eliminate some cancers (breast, colon, prostate), when one is subjected to it in proper doses, without ever running the risk of burning.   “Several studies show that Vitamin D may play a role in retarding pre-cancerous cells in the body.  Indeed, we have known for decades that overall cancer rates are significantly higher in sun-deprived parts of the world.”

· People wish to tan in a controlled environment. 

· The tanning industry is growing in popularity, as more than 28 million North Americans tan indoors, a number that continues to steadily increase year after year.  Health concerns bring many clients in to tan, but others do it for the convenience, control, speed, and pure enjoyment of feeling happy and healthy.  People, who are hesitant to tan, should just give it a try, and most will quickly realize how relaxing and health-promoting indoor tanning actually is.  
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MEMBERSHIP/NETWORKING

· I have Smart Tan Certification through the International Smart Tan Association.
· International Smart Tan Network Basic Operator Certification has been the Benchmark for Professional Indoor Tanning Training Since 1991 with the Highest Qualification Standards in the Industry.
· Recognized nationwide and approved in all states and Canada that require training, the Smart Tan Certification program is updated annually, and is internationally recognized as an excellent resource.
· The knowledge that every tanning operator needs is included:
· Tanning History 

· The Science of Tanning 

· Ultraviolet Light and Health 

· Minimizing the Health Risks of Tanning 

· Indoor Tanning Equipment 

· Tanning Law 

· Salon Professionalism
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COMMUNITY INVOLVEMENT/VOLUNTEER

The Ottawa Humane Society, http://www.ottawahumane.ca, is a not-for-profit organization. They serve the community of Ottawa providing care for thousands of injured, stray, and abandoned animals. A lot of what they do for both the animals and the community is made possible by the assistance of volunteers. 
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DogWalkers
Dedicated people are needed to walk our shelter dogs. Dog walking hours are:

	Monday - Friday
	8:00am to 11:00am and 1:00pm to 7:00pm

	Saturdays
	8:00am to 10:00am and 12:00pm to 4:30pm

	Sundays and Holidays  
	8:00am to 11:00am



I have done dog walking for shelter dogs on the week-ends over the last year in the Ottawa area.
LIFE EXPERIENCE

In the year of 2000, I was attending Fellowes High School, the public high school in the Pembroke area.  During the first semester of my twelfth grade, I applied for a lucrative management co-operative program that was just being newly introduced. The main difference with this co-op was that it was a daylong commitment, as opposed to the standard half-day placements.  Luckily, I was the chosen candidate out of applicants, and I then participated in a five-month management placement, co-operative education program at Kreuger International, a major corporation in Pembroke that had adopted new management techniques to a pre-existing company, Steel Equipment, which had gone bankrupt in previous years.  KI builds steel filing cabinets, similar to its counterpart, Steel Equipment, however, it runs its corporation as a union-free establishment.  There were major pay cuts for everyone, but at least they had a job to go to.  This ISO-operating company gave me vast knowledge on how to run a major enterprise in every aspect of the job.

I had an overview of the entire business realm and shadowed each manager in their particular functions (i.e. - plant manager, human resources, customer service, accounting, etc.).  Each morning I attended daily production meetings with department coordinators and participated in the routine activities of each manager.  From this experience, I left KI with a keen knowledge of the business atmosphere through a managerial perspective, and have kept life-long networking contacts, which I can call upon when needed.  

COVER LETTER

COLLEEN C. SUTHERLAND

203D-1720 Baseline Road

Ottawa, ON

K2C 0B9

(613) 225-8265 

razberri75@hotmail.com
Dear DIANE STOFFREGEN:

Diversity in thinking, a high sense of urgency, enthusiasm, and new ideas are just some of the skills I will bring to the position of Manager at Eddie Bauer. I feel my team-oriented and lead-by-example approach, combined with strong communication skills will be an asset when liaising with clients and working with the other members of the Eddie Bauer team in achieving and exceeding sales goals while maintaining that family feeling.

My work experience, community involvement and extra-curricular activities at college have given me a great competitive edge in many ways. Specifically, while working at a fast-paced restaurant, The Fireside Steakhouse, I excelled at being a team-player by demonstrating my strong work ethic and creativity when leading our serving team to increase sales by 20% in the first six months.  My community involvement with Ottawa Humane Society provided me with opportunities to resolve sensitive client concerns while simultaneously promoting good public relations. Lastly, my leadership skills used in college activities, such as promotion of the SME program to potential students, has given me skills in working with small and large groups diverse in background and becoming an effective presenter and facilitator within these groups.
I read with interest in the Eddie Bauer website your company social responsibility is committed to enhancing life in the communities where you do business, such as caring for the environment, promoting diversity, and ensuring human rights are protected.

I believe that passion and excitement in what you do is very important in achieving goals. I also know the realities of being a recent grad entering the workforce and don’t have unrealistic expectations on career and salary progression, which, for many, can make people lose sight of those goals. My goal with Eddie Bauer is to immediately apply my skills and knowledge and continually develop them to their full potential so that the company can reach its full potential.

Thank you for your consideration and I look forward to becoming a new member of the Eddie Bauer team!

Sincerely,

COLLEEN C. SUTHERLAND
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REFERENCE SHEET

COLLEEN C. SUTHERLAND

203D-1720 Baseline Road

Ottawa, ON

K2C 0B9

(613) 225-8265 

razberri75@hotmail.com
Phil Jones

Professor

Algonquin College, Ottawa, ON

(613) 727-4723

jonesp@algonquincollege.com

Mr. Jones can speak regarding my skills and abilities in the areas of achievement, self-discipline, time management, organization and group work skills.
Lori Scott

General Manager, Fireside Steakhouse
Ottawa, Ontario

(613) 591-8009
lori_scott@hotmail.com
Ms. Scott can speak regarding my skills and abilities in the areas of interpersonal skills, being a team player, enthusiasm and creativity.

Michael Bridal
Owner, Salt Water Cajun Kitchen
Kanata, Ontario
(613) 599-5800
texaschopsaltwater@hotmail.com

Mr. Bridal can speak regarding my skills and abilities in the areas of concentration, determination, goal setting, and workmanship.

PROGRESS REPORT

SHORT TERM GOALS (ONE YEAR):

1. ACADEMIC:

Upon graduation of the SME program, I plan to complete a post diploma program in Sports Management at Algonquin College.  This one-year post diploma program prepares students to work within the broader area of sport, particularly the management aspect of the industry. As the nation’s capital, Ottawa is blessed with no less than six different professional sport franchises and more national governing sport bodies and multi-sport organizations than any other city in Canada. The design of the Sports Management Program and its respective components are unique. The program balances sport-business management education with an intensive experiential work placement.
2. CAREER/JOB RELATED:

I plan to continue working in the service industry, where I gain incredible amounts of information on consumer behaviour, and am able to practice tolerance and understanding.  Serving allows me to stay focused on my school work, yet with the ability to stay financially stable.
3. PERSONAL: 

I hope to gain a competitive edge for future endeavours by completing a post-diploma combined with my current training, along with living a happy and healthy lifestyle.
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COLLEEN C. SUTHERLAND 


1720 Baseline Road  


Apt 203D


Ottawa, ON 


K2C 0B9


(613) 225-8265


razberri75@hotmail.com

PERSONAL MISSION STATEMENT:


-Position in sales and customer service, where serving, customer service, and impeccable interpersonal skills can be used to maintain and improve customer care.


www.colleensutherland.tripod.com

EMPLOYABILITY SKILLS PROFILE

FUNDAMENTAL SKILLS:   


Bartending Course, Smart Serve, Smart Tan Certified


PERSONAL MANAGEMENT SKILLS:


Worked at least 2 jobs during school while maintaining Dean’s list standards to finance myself


TEAMWORK SKILLS:


Attended leadership camps during the last 10 years


DISTINCTIVE SKILLS:


I am an innovative learner, who is a problem-finder and a diverse thinker.


EDUCATION:


Small & Medium Enterprise Management


http://www.algonquincollege.com/acad_menus/current/0242X1FWO.html

Algonquin College


Spring 2004 Graduate


COURSEWORK INCLUDES:  Tradeshow & Store Facility Mgt., Retail Mgt., Personal Selling, Advertising, Management Functions


KEY PROJECTS: Personal Selling-97%, Visual Merchandising/Retail Consultant- 96%


Dean’s List, Overall GPA 3.91


LIFE EXPERIENCE:


Participated in a five-month management placement, co-operative education program at Kreuger International where I had an overview of the entire business realm and shadowed each manager in their particular functions (i.e. - plant manager, human resources, customer service, accounting, etc.) From this experience, I left KI with a keen knowledge of the business atmosphere through a managerial perspective


COLLEEN C. SUTHERLAND 


1720 Baseline Road  


Apt 203D


Ottawa, ON 


K2C 0B9


(613) 225-8265


razberri75@hotmail.com

PERSONAL MISSION STATEMENT:


-Position in sales and customer service, where serving, customer service, and impeccable interpersonal skills can be used to maintain and improve customer care.


www.colleensutherland.tripod.com

WORK EXPERIENCE


(While pursuing education, I financed 100% of tuition fees through fulltime employment).


SERVER/SUPERVISOR, The Fireside Steakhouse, Kanata, Ontario, October 2002 to present


-
Serve food and beverages to guests during high volume times


-
Present, open, and pour wine to guests


-
Address customers’ complaints and concerns, maintaining guests’ contentment


-
Delegate duties to staff, direct serving techniques, customer service


MAJOR ACHIEVEMENT: I excel at being a team-player by demonstrating my strong work ethic and creativity when leading our serving team to increase sales by 20% in the first six months of becoming a manager.

SERVER/SHIFT LEADER, The Salt Water Cajun Kitchen, Kanata, Ontario, October 2003 to present


-
Serve food and beverages to guests during high volume times


-
Present, open, and pour wine to guests 


-
Address customers’ complaints and concerns, maintaining guests’ contentment


-
Delegate duties to staff, direct serving techniques, customer service


Reference Sheet available upon request.
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(613) 225-8265


razberri75@hotmail.com

PERSONAL MISSION STATEMENT:


-Position in sales and customer service, where serving, customer service, and impeccable interpersonal skills can be used to maintain and improve customer care.


www.colleensutherland.tripod.com

WORK EXPERIENCE

(While pursuing education, I financed 100% of tuition fees through fulltime employment).

SERVER/SUPERVISOR, The Fireside Steakhouse, Kanata, Ontario, October 2002 to present


-
Serve food and beverages to guests during high volume times


-
Present, open, and pour wine to guests


-
Address customers’ complaints and concerns, maintaining guests’ contentment


-
Delegate duties to staff, direct serving techniques, customer service


MAJOR ACHIEVEMENT: I excel at being a team-player by demonstrating my strong work ethic and creativity when leading our serving team to increase sales by 20% in the first six months of becoming a manager.

SERVER/SHIFT LEADER, The Salt Water Cajun Kitchen, Kanata, Ontario, October 2003 to present


-
Serve food and beverages to guests during high volume times


-
Present, open, and pour wine to guests 


-
Address customers’ complaints and concerns, maintaining guests’ contentment


-
Delegate duties to staff, direct serving techniques, customer service


Reference Sheet available upon request


