
Robert Smith 
Administrative Secretary II

PERSONAL STATEMENT

10+ years of experience as an Administrative Secretary. I am seeking a 
position that will maximize my experience in secretarial, customer service, 
and administrative duties, and also a position that will push me to improve 
my skills. Looking for a job that will challenge me and provide an 
atmosphere where I will grow, learn more in any function that is offered to 
me. 

WORK EXPERIENCE

Administrative Secretary II
ABC Corporation -   August 2010 – Present 

Responsibilities:

 Handling all correspondence, accounting duties such as accounts 
payable, accounts receivables, monthly reports.

 Composing, editing, and typing complex memos, reports, and 
publications, often of a highly technical and/or sensitive nature.

 Distributing incoming mail, make copies, fax documents, print off 
reports and make daily deliveries on and off campus.

 Supervising employees by assigning escalated cases/concerns for 
proper resolutions, reviewing such process, and assessing the 
performance of completed tasks.

 Placing orders for supplies and forms for administration and clinic 
through smart works, MRD or office depot.

 Composing letters, urgent patient notification and other correspondence
for the unit manager and clinic staff.

 Responsible for coordination of clerical activities related to assigned 
physicians patients.

Cashier Sales Clerk
ABC Corporation -   May 2009 – July 2010 

Responsibilities:

 Welcomed and greeted shoppers in a pleasant manner and efficiently.
 Professionally checked the customers out with no errors in my cash 

drawer being short or over.
 Provided back-up in stocking shelves with store products to efficiently 

provide shoppers/customers a wide range of items to choose from.
 Handled executive secretarial duties, multiple billing for major 

corporations, such as hotels, restaurants, gas stations, US.
 Handled receiving payments for electrical bills, secretarial positions for 

the controller.
 Responsible for handling all orders for service lights, assigning an 

engineer for a customer, taking information during power outages, 
handling trouble tickets for any problem with service.

 Responsible for making all flight arrangements for the entire company.
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CONTACT DETAILS

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

SKILLS

Type 90+ Words Per 
Minute, Microsoft Word, 
Excel, Microsoft 
Publishing, Sharepoint, 
Scheduling, Project 
Management, 
Procurement, Document 
Control, Document 
Management, and 
Problem Solving.

LANGUAGES

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

INTERESTS

Climbing
Snowboarding
Cooking
Reading

REFERENCES

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

https://qwikresume.com/resume-samples/
https://qwikresume.com/free-resume-template-usage-guidelines/


Education

Diploma- September 1979(Pensacola Junior College - Pensacola, 
FL)HS- September 1976(Tate High School - Cantonment, FL)Business 
Owner - (Microsoft Academy)
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