Jane Doe

23450 Any Street Road

Valencia, CA 91355

(661) 555-5555

JaneDoe2000@earthlink.net

OBJECTIVE: To work as a Clerical Assistant at College of the Canyons
HIGHLIGHTS OF QUALIFICATIONS

· Over two years professional experience performing clerical duties


· Office experience includes typing (45wpm), filing, creating reports, answering phones, scheduling appointments, mailings and database management 

· Computer proficient with Microsoft Word, Excel, Access, PowerPoint, WordPerfect, Windows 7, and the Internet

· Excellent verbal and written communication skills

· Proven ability to manage multiple tasks in fast-paced work environments

· Equally skilled working independently or as a member of a team

PROFESSIONAL EXPERIENCE

Microsoft Industries, Valencia, CA



2001 to present
Receptionist
· Type all office correspondence, documents and input all statistical and confidential information into the computer database
· Supervise all office operations including:
-operate and train staff on a variety of computer software programs
-verify the accuracy of new client files and records

· Develop interpersonal skills working with a diversity of professionals
· Demonstrated ability to identify, analyze and solve problems
Publishing Today, Valencia, CA



1998 to 2000

Secretary 
· Input, filed, mailed and faxed official documents

· Organized meetings, planned agendas and handled scheduling for office events

· Served as acting supervisor when director was out of office, working closely with colleagues and staff to ensure the smooth running of the office 

· Interfaced with staff and business representatives on a regular basis helping to create effective and productive working relationships

EDUCATION

College of the Canyons, Valencia, CA  

Associate of Arts Degree in Business Administration


Graduation Date: May 2010



ADDITIONAL INFORMATION
· Member of “Professionals in Human Resources Association”

· Perfect attendance award at my last job

· Volunteered at the YMCA - summer 2006, 2007, 2008
