Name Here
Address Here
Jacksonville, FL 12345

Phone # here
OBJECTIVE:   Position as an Administrative Assistant for Acme Industries

HIGHLIGHTS OF QUALIFICATIONS

· Customer service oriented, acted a liaison between management and clientele

· Skilled in compiling and preparing production schedules, and inventory reports

· Experienced in tracking maintenance actions and work orders

· Skilled in Microsoft Word 6.0, Excel 5.0, and PowerPoint 4.0

· Extremely motivated; able to work independently

PROFESSIONAL EXPERIENCE

ADMINISTRATIVE SUPPORT

· Provided equipment and repair tracking assistance to over 25 DOD activities employing more than 1,000 technicians, by utilizing work order procedures.

· Received, screened, and distributed over 50 types of technical directives. 

· Collected and analyzed production data and prepared weekly reports.

· Officially recognized for outstanding customer service and professionalism.

· Maintained written work schedules based upon government guidelines and priorities.

· Performed clerical duties including data entry, work processing, and office machine operations, including fax machines, copiers, e-mail, printers, and the Support Equipment Standardization System (SESS) which are LAN (Local Area Network) data base programs.

· Recognized for outstanding administrative support services for the operation/maintenance of naval weapons.

OFFICE SKILLS

· Field, revised, and updated 400 pieces of maintenance support equipment historical files.

· Ability to operate multiple phone lines to assist customers with situations providing positive outcome.

· Created monthly charts, reports, and graphs on work volume and quality control, using various types of computer programs.

· Coordinated departmental maintenance.  Accounted for damaged equipment, incorporated work orders, and re-issued repaired equipment.

· Prepared maintenance program correspondence, reports, filing, and records.

EDUCATION

1994 John Jay College of Criminal Justice, N.Y. 12 credits

