	OFFICE ASSISTANT RESUME

	2249 45th West Street, New York, NY 10005 •  youremail@email.com •  (212) 572-9812

	

	Dedicated Office Assistant with 8+ years of experience handling confidential paperwork and making routine office tasks as efficient as possible. Proven managerial experience supervising clerks and routine office duties, while managing CEO’s schedule and travel plans. Strong multitasking, organizational, customer service and data entry skills, and possess a Technical Writing Certificate. Aiming to leverage my qualifications to fill an office assistant managerial role at BP International.

	

	Professional Experience

	

	Head Office Assistant
CAPSULE CORP, New York, NY
July 2018 – Present

	· Simplified data retrieval processes, department record maintenance, and typing and compiling of reports, saving company an average of 500 hours and $24,000 in labor costs annually
· Managed CEO’s travel and daily schedule, while supervising and training 3 clerks and 4 interns on office procedures, including sending correspondence and CRM data entry 
· Research all client loan discrepancies, and act accordingly, consistently attaining average 95% customer satisfaction
· Trusted with confidentiality, typing and safely storing confidential letters for CEO and other senior staff daily
· Received award for outstanding work ethic 2 consecutive years

	

	Customer Service Assistant & Payroll Clerk 
OMEGA INDUSTRIES, NEW YORK, NY
May 2013 – July 2018

	· Handled payroll activities for 60 employees, ensuring checks post before the end of month
· Answered average of 50 calls daily, processing orders and resolving customer and billing issues. Consistently achieved 95% customer satisfaction rate 
· Designed training program for colleagues, further improving customer service rating by 20%
· Analyzed all company data entry systems, prepared recommendations for system-wide efficiency improvement
· Generated efficiency reports on order processing, identifying areas for improvement. Implemented new time-saving tactics, saving the company an average of 150 labor hours annually

	Education

	

	SOUTHERN NEW HAMPSHIRE UNIVERSITY, Manchester, NH
February 2013

	Bachelor of Arts in English 
Honors: cum laude (GPA: 3.7)

	

	Skills

	

	· Excellent typing skills (WMP 89)
· Proficient in Microsoft Word, POS Systems, and Proprietary Data Entry Management Systems
· Bilingual (Spanish & English)
· Oral and written communication 
· Possess Technical Writing Certificate 
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Dear Job Seeker,

If you’re looking for a classy resume template, you can’t do any better than the “Milano”. Its simple elegance is just what you need if you want to imbue your resume with a balance of professionalism and good taste — plus a dash of creativity.

Everything on the Milano is left-aligned, which helps the hiring manager quickly look through your resume by simply scanning down the page to identify relevant experience and skills.

If you’re still struggling to write your resume, here are some free resources to help you put together a resume that shows employers you’re the right person for the job:

·     Free Resume Builder
·     How to Write a Resume
·     Resume Samples by Industry

Once you have a great resume, pair it with a convincing cover letter using our matching Milano cover letter template. 

Here are a few resources to help you write a cover letter that gives your application the boost it needs to land you an interview:

·     Cover Letter Builder
·     How to Write a Cover Letter
·     Cover Letter Examples by Industry

Best regards, 
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