RESUME
Manon Prévost-Mullane 
P.O. Box 221, Jay, NY 12941

Home: (518) 946-2613 E-mail:  GOTOBUTTON BM_1_ ManonPrevost@aol.com 
PROFESSIONAL EXPERIENCE
2007:  SUBSTITUTE TEACHER – Lake Placid Middle/High School

· Long-term substitute French High School Teacher 

2006 - present:  FREELANCE TRANSLATOR/EDITOR/WRITER
· Provide French to English and English to French translation, writing and editing service to various organizations

2005 - 2006:  POLICY ANALYST/SPECIAL PROJECTS COORDINATOR – Public Service Human Resource Management Agency of Canada (Government of Canada)

· Provide analysis and challenge function for new/revised federal government HR policies

· Side-by-side English/French editing and proofreading of above documents

· English and French writing and editing of position papers and briefing notes

· Coordinate and facilitate visits with international senior government personnel 

2003 – 2005:  PROJECT MANAGER – Council of Ministers of Education, Canada

· Management of postsecondary education policy directions in Canada

· Chair Research Committee on Student Financial Assistance 
· Writing and/or translation of English and French policy papers
· Side-by-side English/French editing and proofreading of all documents for internal and external release and leading all meetings in both English and French
· Liaison officer and secretariat coordinator for federal (HRSDC) and provincial/territorial senior and mid-level officials

· Development and monitoring of program budget

· Management of consultants
2002:  Educational Consultant - 21st Century Renaissance Youth Leaders Invitation Program, Tokyo, Japan 

· Development of educational alternatives for the future of global education 

· Development of implementation strategies for joint international educational programs

2000 - 2002:  PROGRAM DIRECTOR - The Canada-U.S. Fulbright Foundation

· Development of chair positions with universities across Canada and the United States

· Fundraising within academic institutions, the federal government, and corporations

· Development and improvement in outreach, delivery, and evaluation of all programs

· Providing all information, written and verbal, in French and English

· Translation of all written material received from scholars into French or English

· Coordinator for International Conference on Mobility of Higher Education (Argentina)

· Management of office and supervision of staff 

1999 - 2000:  SENIOR WRITER/EDITOR - Environment Canada (Government of Canada)

· Responsible for writing, editing and proofreading of English and French documentation and correspondence material in the offices of the Minister and Deputy Minister 

· Provide writing advice and guidance to departmental managers and regional writers

· Writing of external policy statements in English and French

1998 - 1999: EXECUTIVE ASSISTANT/PROJECT COORDINATOR - Millennium Bureau of Canada
· Management of the offices of the Deputy Minister and Executive Director

· Management of English and French ministerial correspondence and briefing notes

· Managing of funding application process

1997 - 1998:  INTERNATIONAL EXCHANGE PROGRAM CONSULTANT - Tokyo, Japan 

· Development of new marketing campaign for Canada-Japan Working Holiday Program 

· Resulted in increase of number of Canadians going to Japan 

· Improvement in access and delivery to Japanese university students

· Plan, publicize, recruit, interview and select youth interns for international postings to conduct market research, find foreign employers for Canadian youth 

· Development of academic exchanges between Canadian and overseas universities.  

· Organized and accompanied the Japanese Youth Goodwill Mission to Canada

· Development and management of budget

International Youth Exchange Organization: 
· Research and paper on a reorganization strategy for international youth exchange programs in Japan

· Chaired the 1998 International Ship for World Youth Alumni Association Conference 

1996 - 1997:  NATIONAL LEADER FOR CANADA, 9th Ship for World Youth, Management and Coordination Agency of Japan
· Supervised Canadian delegation and an internationally assembled group

· Represented Canada with Heads of State and senior officials of visited countries 

· To foster the spirit of international cooperation and the competence to practice it 

· Promote friendship and mutual understanding between youths of Japan and other parts of the world 

· Broaden international outlook of participants through partaking in various discussion of common subjects from a global viewpoint, i.e. global youth affairs

· Countries visited were Japan, New Zealand, Chile, Costa Rica and Mexico 

1994 - 1995:  7th Ship for World Youth, 
· Participating youth

· Countries visited were Japan, Australia, Fiji, Ecuador and Mexico

EDUCATION
Post-Graduate Certificate in Intercultural Studies, University of British Columbia, Canada 

Bachelor of Arts degree, University of Windsor, Canada

SKILLS
Languages:  Fluent in French and English, knowledge of Japanese and Spanish

Computer knowledge:  Proficient in MSWord, WordPerfect, Excel, PowerPoint and MS Access

VOLUNTEER WORK AND ACTIVITIES
2004: Member of International Who's Who of Poetry
2002: Member of International Who's Who of Professional Management
2001-present:  Volunteer Captain for Ironman USA Lake Placid

1994-2000: National Capital Commission, Ottawa; volunteer supervisor 

1998-1999: United Way Coordinator and Steering Committee member

1995-present: Ship for World Youth Alumni Association-Canada; Selection Committee Member, Representative to Government of Japan (2002), Treasurer (1995-2002), Quarterly newspaper Publisher/Editor (1995-1998)

1995-96: St. Aloysius Church; Youth Leader, Counsellor, Confirmation Teacher

