ENTRY LEVEL ADMINISTRATIVE ASSISTANT RESUME
YOUR FULL NAME
Your mailing address
Your phone numbers
Your email address
Objective
Seeking an entry level administrative assistant position where my organizational skills and computer proficiency will be well utilized.
Profile Statement
An energetic and hard-working individual with a strong desire to succeed. Detail-orientated and professional in both performance and presentation. Proven ability to plan and complete multiple tasks within strict deadlines, to learn new tasks quickly and to communicate effectively at all levels. A team player who is always willing to go the extra mile.
Education
Broome Community College, Birmingham, NY
Business Skills Certificate 2015
Related coursework:
Accounting, Accounting for a Service Business, Business Law, Marketing, Computer Applications, Customer Service, Business Reports
Activities:
Member College Business Society, Peer Tutor, Swimming, Softball, Green Peace Volunteer
Work Experience
Office Assistant
Green & Houghton Recruitment, Birmingham, NY

June 2014 - March 2015 (Part-time work concurrent with college studies)

· provided administrative support to the office

· answered and directed calls

· assisted applicants on the telephone and in-person

· scheduled appointments and managed calendars

· drafted and typed resumes

· prepared correspondence

· maintained database

· developed presentations on PowerPoint

· managed petty cash
Computer Skills
· MS Office

· Email , Social Media and Internet

· Typing Speed - 60 WPM
Core Competencies
· organizational and planning skills

· attention to detail and accuracy

· information collection and management

· customer-service orientation

· communication skills

· adaptability

· team-work
