
Robert Smith 
Associate Activity Aide

PERSONAL STATEMENT

A challenging position, utilizing abilities developed through my experience 
and education, with the opportunity for growth based on performance.

WORK EXPERIENCE

Associate Activity Aide
ABC Corporation -   2002 – 2013 

Responsibilities:

 Successfully set up and delivered medicines for adults at center.
 Answered phones and consulted with case managers and family 

members.
 Completed paper work both manually and on the computer for adults at

the center.
 Performed office various duties such as filing, computer work.
 Led and set up interesting and engaging activities for the residents at 

the center.
 Served healthy balanced meals to the adults at the center.
 Cleaned and straightened up the center to be a welcoming, warm and 

happy place for all residents.

Activity Aide
ABC Corporation -   2000 – 2002 

Responsibilities:

 While working for the Housing Authority of LaGrange I was an activity 
aide which served as a teacher in the after school program and also an 
extra helper in the office which served as overtime pay.

 Would greet the children at the door I worked with ages 5-8.
 Assisted them with homework, provided a daily snack for them and also

took them outside for recess.
 Made sure each child made it home safely before clocking out and 

going home and was responsible for cleaning my classroom and 
classroom bathroom and hallway each day.

 When I helped in the office I would answer and transfer calls, take 
messages, and also type, copy, fax, and laminate documents.

 Filed papers when necessary some by alphabetical order and others 
numerically.

 Would assist residents in questions they had or refer them to a 
residential specialist that was more equipped to assist them..

Education

- (Stratford Career Institute)
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CONTACT DETAILS

1737 Marshville Road, 
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(123)-456-7899
info@qwikresume.com 
www.qwikresume.com

SKILLS

Customer Service, Retail 
Sales, Cash Handling, 
Office Management, 
Cleaning, Cooking.

LANGUAGES

English (Native)
French (Professional)
Spanish (Professional)

INTERESTS

Climbing
Snowboarding
Cooking
Reading

REFERENCES

Reference – 1 (Company 
Name)
Reference – 2 (Company 
Name)
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