
Robert Smith 
Branch Administrator II

PERSONAL STATEMENT

Branch Administrator with 10+ years of professional experience seeking a 
job in an aspiring organization where my exceptional administrative and 
multi-tasking skills will be used for an efficient office environment.  Proven 
ability to identify and resolve problems, overcome obstacles and complete 
projects. Researches organize and ensure the accuracy of data and 
documentation. Broad computer software knowledge. 

WORK EXPERIENCE

Branch Administrator II
Canon Solutions America -   October 2003 – Present 

Responsibilities:

 Responsible for business operations in a branch of 20 staff members. 
Helping human resources with new-hire paperwork and employee 
documents.

 Requesting new security badges, maintaining the access to them.
 Supporting the sales staff, providing assistance. Processing sales and 

review incoming orders.
 Updating the sales territories using territory tracker, working with Sales 

Order Maker (SOM).
 Processing mail, submitting expenses. Answering the phones and 

talking to the customers in person and via phone.
 Assisting with customer billing reconciliation, making collection calls 

and enter service/supply orders for a four-state region.
 Ordering/stocking supplies. Assisting with open houses to generate 

business.

Branch Administrator
ABC Corp -   1999 – 2003 

Responsibilities:

 Distributed customer responses to mailed surveys within the branch 
and obtained prompt branch response to issues mentioned in the 
mailed surveys.

 Provided clerical support to the branch personnel as required.
 Supported any special projects as requested by branch, district or 

corporate management.
 Coordinated the incoming and outgoing mail, including UPS/FedEx 

shipments, as needed.
 Managed office expense budget for the branch, in conjunction with 

branch management.
 Coordinating the customer, vendor, sales and operations interactions.
 Assisting the customers with problem-solving

Education

Diploma in General Education - 1996 to 2000(Omaha South High 
School  - Omaha, NE )Electronic Media Video Studies - (Iowa Western 
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CONTACT DETAILS

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

SKILLS

Payroll, Billing, 
Viewpoint, Contract 
Billing, AS400, JD 
Edwards

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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Community College  - Council Bluffs, IA )
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