
Robert Smith 
Computer Operator Lead

PERSONAL STATEMENT

Experienced administrative professional with over 8 years experience 
processing exceptional knowledge of computer operations and public 
communications. Essential contributor of logistics and data entry of annual 
trade shows. Determined researcher dedicated to providing accurate and 
timely answers to clients and peers. Collaborator continually recognized by 
peers and supervisors as being a responsible, dependable, and motivated 
team player.

WORK EXPERIENCE

Computer Operator Lead
ABC Corporation -   1999 – 2002 

Responsibilities:

 Successfully trained 15 treasurers in the school system on the use of 
financial software, which enabled them to adequately manage funds in 
their respective departments.

 Consistently collaborated with program directors on reconciling federal 
budgets ensuring required funds available for all upcoming program 
expenses.

 Provided federal budget program directors with recommendations on 
budget transfers providing coverage for shortages and use of carryover 
funds.

 Generated monthly reports for senior leadership of all departments and 
schools for reconciliation for expenses and review accounts in 
compliance.

 Actively collaborated with assistant finance officer to reduce downtime 
of AS400 mainframe and ensure system available for use during 
working hours for school system employees.

 Ensuring that school system employees were able to effectively and 
efficiently complete their work.

 Attentively generated reports using Query/400, Microsoft Excel, and 
Microsoft Access for finance department to review department or school
accounts, identify issues, and prepare for audits.

COMPUTER OPERATOR
ABC Corporation -   1994 – 1999 

Responsibilities:

 Maintaining system availability, network connectivity and meeting daily 
batch schedules.

 Collaborate with management on personnel related issues.
 Participated with the technical writers to provide current information to 

maintain operating procedures in the Operations manual.
 Monitor the system, ATMs, an automated scheduler to execute batch 

processing and fix job abends.
 Trained in executing remote IPLs, Power on Resets using remote IPL 

tools such as Netview and TSCF.
 Experience with multiple MVS/JES2 and VM systems.
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CONTACT DETAILS

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

SKILLS

Microsoft Office, 
Powerpoint, Speaks 
French fluently, Russian 
and Spanish language 
skills, Customer Service, 
Mac OS X, Windows.

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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 LAB TECHNICIAN, MACHINE MAINTENANCE SPECIALIST, COPIER FINAL 
TEST TECHNICIAN 1979 - 1990.

Education

B.S. in Business Administration - (Mount Olive College)
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