CURRICULUM VITAE

Personal data

Maggy Boone

xavier.lambrix@chello.beAddress and telephone on request

Born : 20/12/1975, St. Amandsberg, Belgium, not married

EDUCATION

1996
: Office Assistant, MPI St. Lodewijk, Secondary School, Wetteren - Kwatrecht

1997
: Academy of Fine Arts, Visual Arts, Part time Secondary School, Gent

LANGUAGES
Dutch : mother tongue

English : good

French : understanding, reading passive

German : understanding passive

SKILLS

Information Technology :

Basic knowledge:  
MS Windows XP, MS Office (Word, Excel), Internet communication services

Flexible :

· Willing to take on the job training ;

· Willing to work flexible hours ;

· Willing to travel and relocate.

EXPERIENCE

Internship SPECTOR Digital- and Photoservices
· Purchase :

· Purchase of all office- and production material ;

· Order- and delivery administration.

· Accountancy:

· Registering daily financial figures ; 

· Generating daily reports.

· Administration assistant :

· All administration tasks in logistics department (filing, internal orderings, …) ;

· Limited communication with external companies.

Administration in Family Flower Business (Boone M. & son.)
· Public relations concerning company get-togethers ;

· Designing invitations on company meetings ;

· Generating and distributing invoices on sponsorship.

NEMA (association for people with neuromuscular diseases): sports division

· Responsible for administration ;

· Collecting and providing information ;
· Public relations.
Experience advisor in CASCADE – project (web-portal for people with disability)

· Providing advise on experiences as person with a disability ;
· Distribution of questionnaire to several official groupings ;

· Research on topic : web-portals, user needs, statistics, … ;

· Assisting in the setup of cultural startup events.
TRAININGS

e-Learning :

self-study on different internet related skills (HTML, internet communication services, web design, …).



