@ SKILLS

Data Monitoring Skills

Document Preparation
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Office Management
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Data Entry Accuracy
G G & & @& & & @&

Record Keeping

4 INTERESTS

% Surfing Q@ Martial Arts

O Community % Blogging
Service

% STRENGTHS

LANGUAGES

Gl G Az
English Mandarin  Indonesian

“#* ACHIEVEMENTS

&y Streamlined document processing
procedures, reducing turnaround
time by 25%.

&y Achieved a 99% accuracy rate in
data entry tasks, enhancing overall
data integrity.

& mplemented a new filing system
that improved retrieval time of
documents by 30%.
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MIA TAYLOR

Clerk Typist
& support@qwikresume.com & (123) 4567899 @ Los Angeles

@ www.qwikresume.com

e PROFESSIONAL SUMMARY

Accomplished Clerk Typist with seven years of extensive experience
in delivering exceptional administrative and clerical support in high-
volume environments. Recognized for proficiency in data
management, document preparation, and maintaining effective
communication across various departments. Passionate about
optimizing office operations through meticulous attention to detail
and a proactive approach to problem-solving.

@ WORK EXPERIENCE

Clerk Typist
Seaside Innovations

8 Jan [ 2021-Ongoing
X Santa Monica, CA

1. Executed a variety of clerical tasks to support laboratory
operations, ensuring precision and adherence to protocols.

2. Managed the processing of laboratory specimens, maintaining
integrity and compliance with established procedures.

3. Oversaw daily office management tasks, ensuring smooth
registration and workflow.

4. Coordinated daily operations to optimize processing times while
upholding quality standards and customer service excellence.

5. Evaluated and suggested workflow improvements to enhance
operational efficiency.

6. Prepared laboratory specimens for testing, including accurate
labeling and distribution to relevant departments.

7. Proposed system modifications to enhance quality and efficiency
in laboratory operations.

Clerk Typist
Lakeside Apparel Co X Chicago, IL

& Jan [ 2018-Jan [ 2021

1. Drafted and finalized a wide range of correspondence and reports
based on data sourced from staff and records.

2. Compiled and processed bi-weekly time and attendance reports
for payroll accuracy.

3. Composed routine correspondence, ensuring clarity and
professionalism in communication.

4. Reviewed incoming and outgoing correspondence, ensuring
proper handling and routing.

5. Screened and prioritized incoming mail, directing it to appropriate
personnel or departments.

6. Managed incoming calls and visitors, providing accurate
information and assistance.

&) EDUCATION

Associate of Applied Science in & Jan/ _Jan/
Administrative Support 2016 2018
Tech College ¥ Phoenix, AZ

Focused on developing skills in office administration, document
preparation, and customer service.
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