
Robert Smith
Noon Hour Supervisor

Phone  (123) 456 78 99
Email: info@qwikresume.com

Website : www.qwikresume.com
LinkedIn: linkedin.com/qwikresume

Address: 1737 Marshville Road, Alabama

SUMMARY

2003 is adding and subtracting two digit numbers and to multiply and divide with 10's and 100's. 
Performing these operations using units of American money and weight measurement, volume 
and distance. Applying common sense understanding to carry out instructions furnished in 
written, oral, or diagram form.

SKILLS

Instructional Skills, Written Skills.

WORK EXPERIENCE

Noon Hour Supervisor
ABC Corporation  2001 – 2001 
 Coordinated with service providers to implement solutions/courses of action.
 Assumed a leadership role in coordinating building/geographic area-wide or cross-functional 

administrative activities and initiatives.
 Continually studied, analyzed, and anticipated building/geographic area-wide program 

activities, initiatives, and/or requirements.
 Coordinated the development of action plans and schedules for initiating multiple cross-

functional projects, including projected personnel, equipment, and/or budget requirements.
 Established criteria for measuring degree of project achievement and customer satisfaction.
 Analyzed plans to ensure consistency with Service goals and policies while meeting customer 

needs and expectations.
 Provided briefings and prepares comprehensive reports to keep the SCR, other managers, and

NTEU (National Treasury Employees Union) officials apprised of all facets relative to cross-
functional program initiatives and projects.

Noon Hour Supervisor
Delta Corporation  2000 – 2000 
 Acts as a point of Quality Assurance, responsible for maintaining materials and equipment to 

ensure it is available and functioning for customers.
 Determines file number to be assigned.
 Performs a variety of administrative tasks using an automated system which involves 

assigning, maintaining, monitoring, or updating work status and inventory records; ordering 
research.

 Acknowledging correspondence.
 Maintaining, updating and initiating personnel records; timekeeping; and performing other 

support activity.
 Identifies and reviews Forms W-2 attached to Forms 1040EZ and 1040PC for conditions 

meeting Criminal Investigation criteria and code the returns appropriately.
 Prepares and maintains regular production/inventory reports/attendance records using 

established formats and sources of data applicable to the program, functional, or 
organizational reporting requirements.

EDUCATION

MS
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