Rory Gittins
404 Dovercourt Road, Toronto, Ontario, M6J 3E7
(905) 327 7571 gittinsrory@gmail.com

Work Experience

Administrative Assistant, The Jennifer Hollyer Agency, February 2025 - Sept 2025

Recognized the needs of and provided support for high level specialists in their fields.
Interpreted detailed contracts to understand payment timelines and assist other
departments in planning.

e Reviewed client work for quality markers, effectiveness and structure based on
established criteria.

Production Analyst, Shaftesbury Inc., October 2023 - February 2025

e Responsible for adhering to high value deadlines.

e Tracked and complied with detailed legal and industry standards.

e Communicated across departments and organized department information sharing.
e Prioritized multiple projects on an ongoing basis.

Office Assistant, Shaftesbury Inc., July 2022 - October 2023

Adhered to multiple schedules/timelines and budgets to support departments.
Prioritized and directed communication across departments.

Assisted staff with their tasks with flexibility.

Participated in the Workplace Health and Safety Committee.

Temporary Receptionist, Lody Health Klinik, January 2022

e Responsible for invoicing, record keeping and maintaining patient information safety.
e Provided health and safety focused cleaning support.
e Provided positivity and support for staff and patients.

Licensed Manager, Klub Kave, November 2021 - October 2023

Interpreted client plans and purchased necessary supplies to meet their goals.

Built lasting relationships with a service mindset, contributing to staff and client retention.
Monitored and complied with all municipal licensing and safety requirements.

Used physical capabilities to move heavy items and work standing/crouching for
prolonged periods.

e Quickly learned tenets of bartending involving fine motor skills and memorization.

The Book Depot, 2021 Restock Assistant



e Safely worked with and helped to maintain company equipment such as industrial sorting
machines.
Used physical capabilities to move heavy stock for prolonged periods.
Organized personal workflow using specialized software.

Education

OYAP Tools in the Trades Bootcamp - Millwright, Upcoming 2026

YWCA Skilled Trades Awareness and Readiness Program For Women, 2026

B.A., English Language and Literature, Minor in Dramatic Arts, Brock University 2017 - 2021
Additional Qualifications

Emergency First Aid and CPR/AED Level C - Red Cross

Workplace Violence and Harassment Training - Worksite Safety

Lockout Tagout Safety - Worksite Safety

Personal Protective Equipment - Worksite Safety

Hazard Recognition - Worksite Safety

Working From Heights - TTMS

Accessibility for Ontario's With Disabilities Act Training - AODA

Substance Use in the Trades, Harm Reduction - Workplace Safety and Prevention Services
Mental Health First Aid, Basic - Mental Health Commission of Canada

Awards

Brock University Dean’s List, 2017 - 2021

Governor General’s Academic Medal, 2017

City of Port Colborne Community Service Award, 2017

Skills

e Professional Strengths: Organized self-starter, excellent communicator, client-service
mindset, adaptable in fast-paced environments, active listener with a strong commitment
to fostering collaborative environments for all team members.

e G Drivers License



