
Robert Smith 
Administrative Assistant Guard

PERSONAL STATEMENT

To obtain full-time employment as a dedicated security guard providing 
equipment and real property security and escort service.

WORK EXPERIENCE

Administrative Assistant Guard
ABC Corporation -   November 2000 – September 2003 

Responsibilities:

 Patrolled premises to prevent and detect signs of intrusion and ensure 
security of doors, windows, and gates.

 Answered alarms and investigate disturbances.
 Monitored and authorized entrance and departure of employees, 

visitors, and other persons to guard against theft and maintain security 
of premises.

 Wrote reports of daily activities and irregularities, such as equipment or 
property damage, theft, presence of unauthorized persons, or unusual 
occurrences.

 Called police or fire departments in cases of emergency, such as fire or 
presence of unauthorized persons.

 Circulated among visitors, patrons, and employees to preserve order 
and protect property.

 Answered telephone calls to take messages, answer questions, and 
provide information during non-business hours or when switchboard is 
closed.

Guard
ABC Corporation -   1997 – 2000 

Responsibilities:

 US Navy - San Diego, CA During my time in the Navy I graduated in the 
top 10% of boot camp, completed over 4 courses in the year pertaining 
to my electrical certification.

 Graduated in the top 10% of each class.
 Once my rating was completed I became a Navy SEAL.
 Had the opportunity to experience combat in Iraqi Freedom.
 In addition I trained Philliphino Navy SEALs, Coast Guard, Police, Navy, 

and Army, Korean ROK SEALs during deployment.
 Worked with US Secret Service protecting President Bush during his 

visits overseas.
 Once back in the US I trained active duty SEALs prior to their overseas 

deployment in tactics my last year in active dut.

Education

- (American Security School - Chicago, IL)
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CONTACT DETAILS

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

SKILLS

Team Building, Team 
Player, Supervisory 
Experience, Cash 
Handling, Leadership, 
Problem Solving, 
Research, Coaching, 
Office Manager, Social 
Media Management, 
Clerical.

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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