
Robert Smith 
Front Office Assistant

PERSONAL STATEMENT

6 years of experience as an Office Assistant.  Provide special services to 
customers based on their needs. Seeking a position in a reputable company
that permits me to utilize my education and training.

WORK EXPERIENCE

Front Office Assistant
ABC Corporation -   February 2009 – August 2014 

Responsibilities:

 Operate telephone switchboard to answer, screen and forward calls, 
providing information, taking messages and scheduling appointments.

 Transmit information or documents to customers, using computer, mail, 
or facsimile machine.

 Perform administrative support tasks such as proofreading, transcribing 
handwritten information, and operating calculators or computers to 
work with pay records, invoices, balance sheets, and other documents.

 Provide information about establishments such as the location of 
departments or offices, employees within the organization, or services 
provided.

 Process and prepare memos, correspondence, travel vouchers, or other 
documents.

 Collect, sort, distribute and prepare mail, messages and courier 
deliveries.

 Performed regular secretarial duties such as copying, mailing letters to 
students, and filing documents.

Customer Service Associate
ABC Corporation -   August 2008 – January 2009 

Responsibilities:

 Greet persons entering an establishment, determine nature and 
purpose of visit and direct or escort them to specific destinations.

 Describe merchandise and explain use, operation, and care of 
merchandise to customers.

 Recommend, select, and help locate or obtain merchandise based on 
customer needs and desires.

 Compute sales prices, total purchases and receive and process cash or 
credit payment.

 Typed up form letters -worked with multiple mailings such as DHL, ups, 
etc.

 Maintain knowledge of current sales and promotions, policies regarding 
payment and exchanges, and security practices.

 Contact participants for courtesy phone calls to follow-up on their 
employment.
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CONTACT DETAILS

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

SKILLS

Read, Write and Speaks 
fluent English and 
French, Moderate 
Spanish, Operate Office 
Machines such as 
Copiers, Fax Machines, 
and Computers, 
Powerpoint, Excellent 
Customer Service, Data 
Entry, and Excel.

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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Education

GED - (Portland Community College - Portland, OR)HS- (Marshall 
High School)Diploma - (Millwood High School - Oklahoma City, OK)
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