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PROFESSIONAL SUMMARY

Bringing five years of extensive experience in clerical operations, I excel in managing administrative functions that enhance

organizational efficiency. My background encompasses maintaining data integrity, streamlining communication processes, and

implementing effective document management systems. I am proficient in utilizing technology to support data entry and

reporting, ensuring compliance with relevant standards. I am passionate about fostering a collaborative work environment while

delivering exceptional service to both internal teams and external stakeholders.

WORK EXPERIENCE

 Jan / 2021-Ongoing



Clerical Officer

Quantum Solutions LLC Phoenix, AZ

1. Coordinated the delivery of important paperwork across various departments to ensure timely processing.

2. Prepared comprehensive case files for medical appointments, ensuring all documentation was accurate and ready.

3. Executed organizational duties in alignment with established guidelines and procedures.

4. Developed and led training sessions to enhance team skills and meet organizational objectives.

5. Quickly adapted to new organizational systems and technologies to improve operational efficiency.

6. Maintained strict confidentiality of sensitive information in compliance with data protection regulations.

7. Managed the processing of Notices of Claim, ensuring accurate and timely responses to the NYC Comptroller's Office.

 Jan / 2020-Jan / 2021



Clerical Officer

Crescent Moon Design Portland, OR

1. Acquired a thorough understanding of employment regulations and employer practices while working at the Labour

Department.

2. Gained valuable experience in conflict resolution by effectively managing challenging customer interactions.

3. Developed skills in calming agitated customers, enhancing their experience through effective communication.

4. Demonstrated the ability to meet strict deadlines while processing significant volumes of work daily.

5. Utilized time management strategies to balance workload and ensure timely completion of tasks.

EDUCATION

 Jan / 2019-Jan / 2020



Associate of Applied Science in Office Administration

City College Santa Monica, CA

Focused on developing administrative skills, including data management, office procedures, and communication techniques.

SKILLS

Client Relations Administrative Support Data Entry

Document Management

ACHIEVEMENTS

Successfully improved data accuracy by 30% through the implementation of a new data verification process.

Facilitated a 20% reduction in document processing time by streamlining filing and retrieval systems.
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