
Robert Smith 
Office Assistant Supervisor

PERSONAL STATEMENT

Motivated customer service specialist with over 10 years retail experience 
in a fast-paced, team-based environment. I'm driven to exceed sales goals 
and build long term relationships with customers by delivering positive 
experiences through high-quality customer care.

WORK EXPERIENCE

Office Assistant Supervisor
ABC Corporation -   May 2005 – April 2007 

Responsibilities:

 Proven supervisory experience with effective managerial and training 
skills.

 Persuasive written and oral communication skills along with strong 
analytical skills.

 Ability to effectively delegate and follow up with booth crew members.
 Proficient guest service, administrative and follow-up skills.
 Equally comfortable communicating and working with guests, 

supervisors, peers, subordinates, vendors or partners.
 Ability to consistently meet deadlines in a timely fashion.
 Standing, walking, lifting, twisting and bending on a frequent basis.

Assistant Supervisor
ABC Corporation -   2004 – 2005 

Responsibilities:

 I was responsible for keeping track of and submitting time for the five 
employees on my shift

 This required administrative functions, skills to perform them and the 
ability to resolve any issues that arose associated to the administrative 
function

 It also involved excellent communication, organization and negotiation 
skills, as well as basic computer skills

 I was responsible for ensuring all bins were set up and ready for the 
next shift to start work immediately to support continuous operation

 In addition to my supervisory duties, I operated the forklift, ran the 
wheelabrater, press machines, and set cores

 I worked the wrap out machine, ran the CNC machine and operated 
different machines, other than the forklift, to move boxes of valves

 I also loaded boxes onto pallets.

Education

High School Diploma - 2012(Hemet Adult School - Hemet, CA)
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SKILLS

Inventory Management, 
Customer Service, Time 
Management, 
Appointment Setting, 
Data Entry, Food 
Handling, Cashier.

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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