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SUMMARY

Results-oriented, technically skilled clerical professional with many years of experience providing 
a wide-range of support in the government and private sector for office clerical procedures, office 
automated projects, data entry, data and records management, and customers. I am currently 
advancing my clerical skills through the pursuit of a Microsft Excel Specialist certification. Skills 
Summary Highly proficient in data entry and records/file maintenance: reviewing, updating, 
storing, and retrieving Preparing and processing office correspondence and mail Handling 
customer inquiries and customer focused Adherence to prescribed standards and rules Highly 
reliable in handling and maintaining secure and confidential information Strong technical skills: 
Adobe Acrobat, Microsoft Word, Excel, PowerPoint, Access, Outlook and other email software, 
database software, graphic files, internet, computers, tablets/notebooks, smartphones, scanners, 
copiers, and fax machines Typing skills with consistent accuracy at a rate of 60 words per minute.

SKILLS

MS Office Suite (Intermediate)

WORK EXPERIENCE

Interim Administrative Associate
ABC Corporation  November 2006 – May 2012  
 Worked as part of the Profiling Team in support of the Office of Information Services to provide

secure, confidential information storage for the Nuclear Regulatory Commission.
 Compiled, organized, retrieved and maintained secure federal documentation and digital 

data, including correspondence, technical instructions, legal records, contracts, and basic 
statistical reports.

 Disseminated data and files to appropriate staff. Verified government files and records to 
ensure accuracy, completeness, and adherence to a prescribed format.

 Consistently met daily goals of 60 documents daily with high accuracy.
 Utilized solid computer skills in the preparation of documents and data, including the 

utilization of Excel, Word, and Outlook.
 Proven ability to maintain large amounts of data and documents efficiently.
 Prepared financial authorizations, tracked expenditure against obligations, and performed 

contract management tasks.

Administration Associate
ABC Corporation  2004 – 2005 
 Provide executive-level administrative support to the Associate Vice Chancellor, Enrollment 

Management and Assistant Vice Chancellor, Enrollment Management
 Schedule and coordinate meetings, appointments, and travel arrangements Maintain utmost 

discretion when dealing with sensitive issues
 Purchase and maintain office supply inventory, while adhering to budgeting practices
 Greet visitors and determine whom and when they can speak with specific individuals
 Prepared expense reports submitting to Accounting Department
 Handled personnel files and evaluations with the utmost confidence.
 Processed reimbursement, placed iprocurement requisitions and pcard purchase.

EDUCATION
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Bachelor of Arts in Communication - (McDaniel College (formerly Western Maryland College) - 
Westminster, MD)
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