
Robert Smith 
Computer Lab Assistant/Technician

PERSONAL STATEMENT

Bookkeeper/Payroll Tech: I have been commended on proven ability to take 
responsibility for projects and meeting reporting deadlines. Great in public 
relation skills and excellent written and verbal communication skills.

WORK EXPERIENCE

Computer Lab Assistant/Technician
ABC Corporation -   1996 – 1998 

Responsibilities:

 Tutored students on computer program studies such as Word, Excel, 
Publisher, Word Perfect, and Peach Tree.

 Monitored for timed writes for certification.
 Motivated students when they wanted to give up.
 Called for computer or program repairs, took inventory of computer lab 

supplies and stock.
 Organized and kept computer lab running smoothly.
 Assisted instructors by correcting test discs and sometimes substituting 

for a class.
 Learned new programs to teach to alumni students that needed to 

brush up on their computer skills.

Computer Lab Assistant
ABC Corporation -   1994 – 1996 

Responsibilities:

 Tutor club members grades K - 12th.
 Train and lead other tutors.
 Run and maintain the computer/homework lab creating a positive as 

well as a learning environment for club and other staff members.
 Create, organize and lead activities/events for club members such as 

trips, sleepovers and dances.
 Support other areas of the club as needed.
 Oversee large groups of children, up to 50 at a time while assisting with 

homework, projects and computer questions.
 Developed the ability to multitask and work with multiple kids who are 

at different levels at the same time..

Education

Certificate in Full Charge Bookkeeping - 1996(Golden State Business 
College - Visalia, CA)
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CONTACT DETAILS

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

SKILLS

Microsoft office, excel, 
filing, multi tasking with 
time management skills, 
multi line phone skills, 
team player, accounts 
payable, customer 
service driven.

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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