
Robert Smith 
Office Administrative Assistant III

PERSONAL STATEMENT

To acquire a position with your office as a receptionist who answers a high 
volume of incoming calls while handling in-person inquiries from clients and
colleagues. Flexible and hardworking with the drive to succeed.

WORK EXPERIENCE

Office Administrative Assistant III
ABC Corporation -   January 2013 – July 2014 

Responsibilities:

 Answer telephones and direct calls to appropriate staff.
 Schedule and confirm patient diagnostic appointments, surgeries, or 

medical consultations.
 Operate office equipment, such as voice mail messaging systems, and 

use word processing, spreadsheet, or other software applications to 
prepare reports, invoices, financial statements, letters, case histories, or
medical records.

 Maintain medical records, technical library, or correspondence files.
 Greet visitors, ascertain purpose of visit, and direct them to appropriate 

staff.
 Compile and record medical charts, reports, or correspondence, using 

typewriter or personal computer.
 Receive and route messages or documents, such as laboratory results, 

to appropriate staff.

Office Administrative Assistant
Sharp's Auto Body ^& Collision -   2011 – 2013 

Responsibilities:

 I cashier, answer phones, schedule appointments, files, accounts 
payables and receivables.

 Also clean when needed Accomplishments I enjoy taking care of the 
customer needs.

 Help them get things figured out and from time to time deal with the 
insurance companies so the customer dont have to as much.

 Being able to care for them in a time of need and trying to make things 
not so stressful for the customer can go along way.

 Call the customer when vehicles are ready to be picked up.
 Also call them to remind them of there appointments for the next week.
 Skills Used I have customer service skill, office, computer skills, 

scheduling repairs and cashiering.

Education

- August 2010(Weatherford College)
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CONTACT DETAILS

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

SKILLS

Microsoft Office: Word, 
QuickBooks.

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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