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PROFESSIONAL SUMMARY

Organized Clerk Typist with a commitment to excellence in administrative tasks. Recognized for creating user-friendly

templates that streamlined document creation, saving the team valuable time and resources.

WORK EXPERIENCE

 Jan / 2024-Ongoing



Clerk Typist

Maple Leaf Consulting Toronto, ON

1. Delivered comprehensive administrative support in a fast-paced environment for University Technology Services.

2. Coordinated management meetings and travel arrangements, ensuring all logistics were handled efficiently.

3. Managed communications and oversaw employee time sheets to facilitate payroll processes.

4. Arranged travel for the Athletic Football department, liaising with professional scouts effectively.

5. Documented travel times and expenses for coaches, ensuring precise record-keeping.

6. Maintained organized student class schedules and transportation arrangements.

7. Ensured timely documentation of all paperwork and time management records.

 Jan / 2023-Jan / 2024



Clerk Typist

Summit Peak Industries Denver, CO

1. Prepared, maintained, and archived technical and administrative documentation, data, and various records.

2. Executed general typing, word processing, and transcription tasks with high accuracy.

3. Managed filing systems to ensure easy retrieval of important documents.

4. Utilized TCP Connect software for ordering materials and supplies efficiently.

5. Typed technical reports and prepared final documentation from rough drafts.

EDUCATION

 Jan / 2022-Jan / 2023



Associate of Applied Science in Office Administration

City College Phoenix, AZ

Focused on developing skills in administrative support, data management, and office technology.

SKILLS

Effective Problem Solving Data Entry Accuracy Document Preparation

Time Management

ACHIEVEMENTS

Achieved a 98% accuracy rate in data entry tasks, significantly reducing errors.

Streamlined document management processes, enhancing retrieval time by 30%.
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