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Customer/client friendly, energetic, and dependable individual. Able to adapt to 
the challenging workload. Possess strong work ethic and a desire to go beyond the
expectations of employer.

FEBRUARY 2012 – MAY 2012
ASSOCIATE OFFICE AIDE - ABC CORPORATION

 Operate office machines, such as photocopiers and scanners, facsimile 
machines, voice mail systems, and personal computers.

 Answer telephones, direct calls, and take messages.
 Communicate with customers, employees, and other individuals to answer 

questions, disseminate or explain information, take orders, and address 
complaints.

 Open, sort, and route incoming mail, answer correspondence, and prepare 
outgoing mail.

 Compile, copy, sort, and file records of office activities, business transactions, 
and other activities.

 Compute, record, and proofread data and other information, such as records or 
reports.

 Type, format, proofread, and edit correspondence and other documents, from 
notes or dictating machines, using computers or typewriters.

NOVEMBER 2011 – FEBRUARY 2012
OFFICE AIDE - ABC CORPORATION

 Operate office machines, such as photocopiers and scanners, facsimile 
machines, voice mail systems, and personal computers.

 Answer telephones, direct calls, and take messages.
 Communicate with customers, employees, and other individuals to answer 

questions, disseminate or explain information, take orders, and address 
complaints.

 Open, sort, and route incoming mail, answer correspondence, and prepare 
outgoing mail.

 Compute, record, and proofread data and other information, such as records or 
reports.

 Complete work schedules, manage calendars, and arrange appointments.
 Deliver messages and run errands.
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EDUCATION

Pharmacy Technician Candidate - (Penn Foster College/Career School)

SKILLS

Speak and comprehend an advanced level of Spanish.
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