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SKILLS

Project Management
7

Team Collaboration
8

Task Prioritization
10

Confidentiality
8

Basic Accounting
8

Adaptability
8

INTERESTS

 Surfing  Martial Arts

 Community
Service

 Blogging

STRENGTHS

 Patience  Perseverance

 Planning  Positivity

LANGUAGES

English Arabic Mandarin

ACHIEVEMENTS

Streamlined document
processing, reducing turnaround
time by 20%.

Successfully trained a team of 5
on new office automation tools,
enhancing efficiency.

PROFESSIONAL SUMMARY

Efficient Office Automation Clerk with 5 years of experience 
enhancing office productivity through effective data 
management and automation. Skilled in optimizing 
administrative processes, document handling, and utilizing 
various software tools to support operations. Passionate about 
contributing to a collaborative work environment that values 
efficiency and innovation.

WORK EXPERIENCE

 Apr / 2022-Ongoing



Office Automation Clerk
Pineapple Enterprises Santa Monica, CA

1. Prepare and maintain accurate Time and Attendance records 
for over thirty federal employees.

2. Assist staff in completing necessary forms and resolving 
discrepancies.

3. Address issues related to work schedules, leave, and premium 
pay efficiently.

4. Serve as the designated timekeeper, ensuring accurate 
reporting of employee data.

5. Enhance understanding of HR policies by familiarizing with the 
HR Leave Administrative handbook.

6. Ensure compliance with government policies while improving 
office procedures.

7. Communicate effectively, both orally and in writing, to facilitate 
information flow.

 Apr / 2020-Apr / 2022



Office Automation Clerk
Crescent Moon Design Portland, OR

1. Managed incoming calls and directed visitors to the 
appropriate personnel.

2. Prepared correspondence, internal reports, and other essential 
documents.

3. Screened and prioritized incoming mail for relevant staff 
attention.

4. Utilized word processing software for document creation and 
editing.

5. Created and maintained databases for accurate data entry 
and reporting.

6. Assisted in documenting equipment purchases and inventory 
for physical reports.

EDUCATION


Apr /
2018

-
Apr /
2020



Associate of Science in Office
Management
Springfield Community College Santa Monica, CA

Focused on developing skills in office administration, data 
management, and office automation.
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