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Address: 1737 Marshville Road, Alabama

SUMMARY

Professional versed in research, organizing, writing, and editing detailed reports and research 
papers. Integrates a strong background in office administration to provide employers with 
excellent communications, time management, and organization proficiency.

SKILLS

MS Office, Receptionist, Data Management.

WORK EXPERIENCE

Front Office Executive
ABC Corporation  January 2004 – June 2008 
 Established and monitored cost &amp; expense control systems and procedures to achieve 

budgeted operating results.
 Coordinated office support services, including purchasing and facility management.
 Updated health safety policies and ensure their adherence to regulation protocols.
 Provided administrative support for the front desk coverage and other duties as assigned.
 Served as a receptionist, receiving visitors and telephone calls.
 Prepared narrative and statistical reports, correspondence, forms, and legal documents, such 

as those relating to permitted activities, using computer equipment.
 Maintained &quot;tickler&quot; files on correspondence and reports with due dates and 

follows-up to ensure that deadlines were met and copies were properly distributed.

Front Office Executive
Delta Corporation  2001 – 2004 
 Established and monitored cost &amp; expense control systems and procedures to achieve 

budgeted operating results.
 Coordinated office support services, including purchasing and facility management.
 Updated health safety policies and ensured their adherence to regulation protocols.
 Provided administrative support for the front desk coverage and other duties as assigned.
 Served as a receptionist, receiving visitors and telephone calls.
 Prepared narrative and statistical reports, correspondence, forms, and legal documents, such 

as those relating to permitted activities, using computer equipment.
 Maintained &quot;tickler&quot; files on correspondence and reports with due dates and 

follows-up to ensure that deadlines were met and copies were properly distributed.

EDUCATION

Diploma in AMI Montessori Teaching Methods - (Colombo Montessori Teacher Training Center - 
Colombo)
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