Name Here
Address Here
Jacksonville, FL 12345

Phone # here
OBJECTIVE:   Position as a Customer Service Clerk or Administrative Assistant

SUMMARY OF QUALIFICATION

· Experienced in office administrative procedures and customer service skills and techniques

· Able to type and process administrative awards, general correspondence and technical directives

· Ability to effectively perform in a high energy, Telemarketing/Call Center environment

· Possess working knowledge of a variety of computer software including; WP6.1 and Microsoft word

PROFESSIONAL EXPERIENCE

· Prepared employee award letters, technical/information directives and out-going correspondence

· Prepared computerized messages for international dissemination

· Created and forwarded special event invitations and corresponding RSVP’s

· Ability to answer and manage a multi-phone line system

· Marketing maintenance agreements on new and used appliances

· Offered free estimates to home owners on home improvements

· Photographer administrative assistant, marketed photo packages to customers

· Handled all cash receipts

· Ability to type 44 wpm

· Perform data Entry at 4% of 5000 keystrokes

· Maintained system for filing in alpha, numeric, chronological order

· Ability to operate most copy machines, fax machines, and general office equipment

· Knowledge of computer software including WP6.1, and Microsoft Word

· Ability to deliver information to small groups.

WORK HISTORY

1/95-1/98
Administration Assistant/Customer Service
   
          United States Navy



Administration Communication Center

6/90-5/94
Telemarketer





          Sears Roebuck

6/94-1/95
Telemarketer





          Encore Better Homes

5/93-1/94
Photographer/Customer Service

6/94-12-94
Hardee’s Restaurant

ADMINISTRATIVE/TRAINING

(  Total Quality Leadership   ( Sexual Harassment   (  Alcohol and Drug Abuse Prevention

