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Objective

As a Clerical Secretary respoonsible for answering multi-line phone system, general housekeeping 
duties, data entry, to include Accounts Receivable, and computer office tasks

Skills

Appointment Scheduling, Data Entry, Phone Calls.

Work Experience

Clerical Secretary
ABC Corporation  June 2008 – August 2008 
 Helped &amp; assisted the customer with any issues.
 Collected, counted, and disbursed money, do basic bookkeeping, and complete banking 

transactions.
 Communicated with customers, employees, and other individuals to answer questions, 

disseminated or explained information, take orders, and address complaints.
 Answered telephones, direct calls, and took messages.
 Compiled, copied, sorted, and filed records of office activities, business transactions, and 

other activities.
 Completed and mailed bills, contracts, policies, invoices, or checks.
 Operated office machines, such as photocopiers and scanners, facsimile machines, voice mail 

systems, and personal computers.

Clerical Secretary
Delta Corporation  2004 – 2008 
 Greeted clients Answered Phones Filed paperwork Memos and medical recaps Data entry 

Skills Used Certified in Computers.
 Worked Several temporary jobs all in the clerical and secretarial field.
 Clerical secretary, filing files, data entry, creating files, answering phones, organizing tax 

information and data in computer.
 Computer programs word, excel, powerpoint, note smith and, file maker.
 Customer service.
 Working as a team in office.
 Filing, sorting, organizing, answering phones, light accounting and customer service.

Education

Bachelors in liberal arts - (Broward College - Davie, FL)
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