
Robert Smith
Bilingual Secretary

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

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

Address: 1737 Marshville Road, Alabama

SUMMARY

To obtain a position that will promote an opportunity for professional growth, personal 
development, and continuing education. Highly qualified Bilingual Secretary with experience in 
the industry.

SKILLS

Front Desk, Direct Calls, Administrative Skills.

WORK EXPERIENCE

Bilingual Secretary
ABC Corporation  1992 – 1994 
 Maintained schedules and appointment calendars for entire office staff and performed daily 

clerical functions. Served as a primary point of direct administrative contact and liaison with 
other offices, individuals, and external institutions and agencies on a range of specified 
issues.

 Organized and facilitated meetings, conferences, and other special events as requested.
 Provided high-level support for administration and managed sensitive and highly confidential 

matters.
 Handled all incoming/outgoing calls, greeted visitors and provided information as needed.
 Gathered, entered, and/or updated data to maintain departmental records and databases; 

established and maintained files and records for the office.
 Prepared correspondence, announcements and sent e-mail notifications as requested by 

senior management.
 ${job_description7}

Bilingual Secretary
Delta Corporation  1997 – 1998 
 Drafted high-level correspondence and reports in French and English.Interacted with 

Diplomats with professionalism and poise.
 Performed translation of various documents and performing all the secretarial tasks.
 Answered calls, greeted customers, keep a record of cash on hand at the end of the day, 

closed office, and set alarm.
 Gathered information from different departments for bulletin updates, translated all 

information to Spanish, and email to printing company by the deadline for timely delivery 
each Sunday.

 Prepared bulletin inserts and copy and have ready to include in the bulletin.
 Prepared flyers, agendas, etc.
 ${job_description27}

EDUCATION

Bilingual Secretary - (La Imaculada Catholic Institute)
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