Your Name
Address ♦ City, CA ZIP ♦ Telephone Number ♦ EMail:
Career Goal:   The area of work ("Marketing," "Sales") or the Position Title

HIGHLIGHTS OF QUALIFICATIONS

· Several years of successful customer service experience
· Honest, reliable, and productive worker; self-motivated; take initiative
· Able to represent a company with professional appearance and manner
· High level of creative energy combined with strong organization skills
· Outgoing and poised in dealing with the public
· Thoroughly familiar with all general accounting procedures

PROFESSIONAL SKILLS
Administrative
· Operated telephone switchboard to answer, screen and forward calls; provide information
· Performed administrative support tasks such as proofreading, transcribing handwritten information 

· Filed, maintained, recorded and transmitted information to customers using computer, mail or fax
· Managed executives’ schedules, maintained, and updated appointment calendars
· Heard and resolved complaints from customer and public
· Prepared invoices, reports, memos, letters, financial statements and other documents
· Made travel arrangements for executives
· Performed general office duties such as ordering supplies, maintaining records management systems and performing basic bookkeeping work
Cashier
· Received payments by cash, check, credit cards, vouchers, or automatic debits
· Issued receipts, refunds, credits, or change due to customers

· Counted money in cash drawers at the beginning of shifts to ensure that amounts were correct

· Greeted customers entering establishments; maintained clean and orderly checkout areas

· Established or identified prices of goods, services or admission, and tabulated bills using calculators

Shipping and Receiving 
· Examined shipping documents such manifests, invoices, and orders to verify accuracy

· Prepared documents, such as work orders bills of lading, and shipping procedures, routes, and rates

· Recorded shipment data, such as weight, charges, space availability, and damages and discrepancies

· Conferred and corresponded with establishment representatives to rectify problems, such as damages

· Requisitioned and stored shipping materials and supplies to maintain inventory of stock

· Packed sealed, labeled, and affixed postage to prepare materials for shipping, using work devices 

WORK HISTORY

Your title
Name of Business, City and State
From – to
EDUCATION & TRAINING
School or college attended, city and state   Subject you studied                          Diploma or Certificate
