
Robert Smith
Assistant Secretary Advisor

Phone  (123) 456 78 99
Email: info@qwikresume.com

Website : www.qwikresume.com
LinkedIn: linkedin.com/qwikresume

Address: 1737 Marshville Road, Alabama

SUMMARY

Experience working as a assistant of office, with all functions, responsabilities, and knowledge to 
run a general office, highly proficient in use of a PC-network, MS office, accounting software, social
media marketing enviroments, billing and collection, file documents, work with people and 
customers. I have also experienced machine operator in a factory making and inspecting alarm 
materials. Housekeeping, cleaning offices, and care of children and elderly.

SKILLS

Peach Tree Accounting Software Knowledge, Office Equipment, Fast Keyboard Typing, Microsoft 
Word, Spanish, Cash Flow, Accounts Receivable, Outlook, Microsoft Office, Word, Reconciliation, 
Internet, Research.

WORK EXPERIENCE

Assistant Secretary Advisor
ABC Corporation  August 1982 – May 1984 
 Keep records of materials filed or removed, using logbooks or computers.
 Add new material to file records or create new records as necessary.
 Perform general office duties such as typing, operating office machines, and sorting mail.
 Track materials removed from files to ensure that borrowed files are returned.
 Gather materials to be filed from departments or employees.
 Scan or read incoming materials to determine how and where they should be classified or 

filed.
 Place materials into storage receptacles, such as file cabinets, boxes, bins, or drawers, 

according to classification and identification information.

Assistant Secretary
Brecknock Township, Berks County  1977 – 1982 
 Prepare payroll and maintain employee records.
 Prepare checks for payment of bills and mail upon approval by the Board of Supervisors.
 Prepare deposits for Township funds.
 Assist with accounting functions for all Township funds.
 Maintain property transfer records and update Township address book as needed.
 Assist with maintenance of all permit files.
 Perform any other miscellaneous duties as assigned..

EDUCATION

- (INTERAMERICAN UNIVERSITY - Ponce, PR)

© This Free Resume Template is the copyright of Qwikresume.com. Usage Guidelines

mailto:info@qwikresume.com
https://qwikresume.com/free-resume-template-usage-guidelines/
https://qwikresume.com/resume-samples/
http://www.qwikresume.com/

	SUMMARY
	Experience working as a assistant of office, with all functions, responsabilities, and knowledge to run a general office, highly proficient in use of a PC-network, MS office, accounting software, social media marketing enviroments, billing and collection, file documents, work with people and customers. I have also experienced machine operator in a factory making and inspecting alarm materials. Housekeeping, cleaning offices, and care of children and elderly.
	SKILLS
	Peach Tree Accounting Software Knowledge, Office Equipment, Fast Keyboard Typing, Microsoft Word, Spanish, Cash Flow, Accounts Receivable, Outlook, Microsoft Office, Word, Reconciliation, Internet, Research.
	WORK EXPERIENCE
	Assistant Secretary Advisor
	ABC Corporation - August 1982 – May 1984
	Assistant Secretary
	Brecknock Township, Berks County - 1977 – 1982

	EDUCATION

