Name Here
Address Here
JACKSONVILLE, FL 32244

Phone # here
OBJECTIVE:  Position as a Receptionist or Administrative Assistant

SUMMARY OF QUALIFICATIONS

*  Over 14 months experience in Administrative Support.




*  Work well in high pressure, fast paced environments.




*  Reliable and adaptable with the ability to learn new systems quickly.




*  Experienced in the management, use, custody, and handling of




    classified documents.




*  Meticulous record keeper and file clerk

PROFESSIONAL EXPERIENCE

· Knowledgeable in the use of electronic office equipment: copier, facsimile machines, 

Multi-line telephone systems, and computer terminals.

· Able to compose routine letters and memorandums with a typing speed of 50 WPM.

· Typed, serialized, filed, and routed correspondence.

· Maintained personnel training records.

· Prepared monthly maintenance plan for department.

· Efficiently filed and updated documents and reports.

· Maintained standard operating procedures for department.

· Expeditiously received, sorted and distributed mail.

· Related well with people from diverse backgrounds.

· Supportive team player.

· Self-motivated and dedicated to complete workload efficiently.

· Four years military service maintained a secret security clearance.

· Eagerly welcomes responsibility and challenges.

· Comfortable with contacting businesses and individuals for information.

· Experienced at applying sound judgment when talking and following orders.

EDUCATION



1997

Florida Community College

6 credits



1994

Eastern New Mexico University

9 credits

TECHNICAL TRAINING



1997

Microsoft Office


3 credits



1996

Sexual Harassment


8 hours



1996

Drug and Alcohol Prevention
           40 hours



1995

AE/AT 'C' School

         320 hours



1994

Av 'A' school


       1080 hours


