PROFESSIOMNAL

Experienced in handling c=sh
and taking payments from
members of the public.

Abde to remain focused when
or monotonous clerical tasks.

Managing the office first
siders and fire marshals.

Able to carry out minar
repairs to office eguipment.

Organized, proactive and
efficient.

Good Microsoft skdlls in M35
‘Word, Exced and Power Point.

Excellent keyboard skills.

REFEREMCES

Avxailable on request.

Mark Smith

PROFILE

& pofite, friendly and sociable person who can coordinate the flow of
paperaork around an office and provide administrative support of the highest
calibre. Mark can keep a cool head in busy, complex cincumstances and is the
kind of person who inspires others to work to their optimum. He has the kind
of solid office administration experience under her belt that you're looking for.

CAREER

2016 - Present

ACADEMIC

Office Administrator Company name
Responsible for the onchestration and implementation of all
office systems and processes. Leading an administrative team.
Answering the telephore and dealing with incoming phone:
calls. Processing purchasze orders and delivery notes.

Dffice Administrator Company name
Responsible for providing general administrative support toa
team of Senior Office managers. Keeping meticulous
administrative records. Raising sales and purchase orders.
Inputting employee timesheets.

Dffice Administrator Company name
Responsible for ensuring the smooth day to day running of
the office. Carrying out general office duties. Informing
senior manzgers of any unexpected obligations they have.

Dfffice Administrator Company name
Taking messages and then passing them on to the intended
person. Supporting the office managerin ad hoc tasks.

Abdlity to analyze and interpret factual information to
sohve straight forward problems.

Cain work to tight deadlines and under pressure.

Course detzils University mame

Course detzils College name

Couwrse detzils
Maths [A) Englich (B}

School name




