Name
Address, City Zip

Telephone #
Email:  

JOB OBJECTIVE: Name of Position
SUMMARY OF QUALIFICATIONS 

>   Proven self-starter with discipline needed to work effectively without supervision
>   Over ten years experience with secretarial and administrative processes
>   Presented with three Governor’s Awards while employed for State of Oregon

Work Processes

*    Purchased all office supplies and equipment for state department 

*    Scheduled appointments, meetings and facilitated training sessions  
*    Negotiated & executed over $32,500 of On-the-Job-Training contracts
*    Continuously evaluated & improved department’s work processes & strategies

*    Effective, proactive & responsive external recruitment consultative services provided to over 100 businesses in Solano County
Communications

*    Received company-wide Team Player Award
*    Proven success with relationship & rapport building, including in multi‑cultural settings

*    Established a reputation for highly reliable service to local HR Managers and employers

*    Often used sound judgment when dealing with difficult and complicated people/situations.
*    Organized & facilitated weekly meetings; coached downsized &/or dislocated job seekers
Information Technology

*    Talented in accessing, gathering, analyzing and reporting data through various programs

*    Experience with résumé building software, Windows, Internet, and Professional MS office 

*    Used MS Access, Excel and Internet Based Data Systems to develop databases, run queries & reports, import/export information and perform merging information functions
AWARDS

Names of awards you have received

Dates

WORK HISTORY

Title
Business City State
Dates
EDUCATION 

Degree
Name of degree 
Major
College
Dates
COMMUNITY PARTICIPATION (if you have space)
Names of places you volunteer or civic positions you have held 
