
Danielle Tetrault
T: (204) 890-3223

E: dannietet22@icloud.com
 PROFILE

· Honours graduate of the Occupational Health & Safety program
· Considerable experience in customer service and administrative roles in manufacturing, construction, HR, and government 

· Strong working knowledge of safety regulations and practices
EDUCATION
Occupational Health and Safety Certificate (Honors)       

    

    2013

Red River College 

Administrative Assistant Diploma
          


   



    2002

Edutech Training Centre 

Correctional Officer Diploma   



  
  


    1999

Manitoba Justice 

RELEVANT SKILLS
Risk Assessment and Management

· Conducted assessments and prepared reports to determine placement and treatment
· Identified and managed hazards to maintain a safe environment and ensure compliance with legislation

· Developed, implemented and maintained an ergonomic program which included researching current trends, emerging issues

·  Maintained MSDS, completed risk assessments  as well as job hazard analysis and safe work procedures
Facilitation and Communication 
· Coordinated building repairs and maintenance including liaising with building landlord and subcontractors
· Facilitated training sessions and delivered orientation to new employees
· Tendered contracts, coordinated and managed projects for large purchases and services
· Facilitated resolution for issues in an appropriate manner 
· Acted as a liaison between company and insurance provider for medical benefits and claim detail
Office and Administrative

· Tracked inventory and compiled statistics for senior management review

· Negotiated with vendors to keep costs within the forecasted budget as well as managed construction projects within the organization

· Supervised junior office workers and managed daily office functions

· Prepared legal documents and submitted to Courts of Queens Bench

· Coordinated and managed claims for fleet vehicles
· Currently working on ISO 14001 certification
ADDITIONAL TRAINING
Manitoba Security Training Program
2013

Manitoba Justice
Basic Safety & Health, Ergonomics, Violence in the Workplace
2012
MGEU 

First Aid & CPR – Valid until 2015
2012

Canadian Red Cross

Car Seat Technician
2010
St.John’s Ambulance (MPI)

WORK EXPERIENCE
Administrative Assistant AY3




            


  Current
Manitoba Agriculture, Food and Rural Development
Production Administrator/EHS





                   2013
Certain Teed Gypsum

Building Operations Coordinator (AO1)




          2010-2012

ANCR Child & Family Services

Office Supervisor







        2009-2010

Awasis Agency of Northern Manitoba




        

Office Administrator
2007-2009

CROWN Metal Packaging Canada LP

Executive Assistant /Human Resource Administrator/ Event Planner
2006-2007

Allied Wings

Administrative Specialist - Training Department (term)
2006

Boeing Canada Technology

Administrative Assistant
2004-2006

Staffing Solutions, Centre for Aboriginal Human Resource Development

Correctional Officer
1999-2002

Headingley Correctional Centre/Portage la Prairie Correctional Centre

