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PROFESSIONAL SUMMARY

Enthusiastic Office Automation Clerk with two years of experience in

optimizing administrative processes and enhancing productivity.

Skilled in data entry, document management, and the use of

automation tools to improve workflow efficiency. Looking to bring my

proactive approach and strong organizational skills to a dynamic team

focused on operational excellence.

WORK EXPERIENCE

 Apr / 2024-Ongoing



Office Automation Clerk

Pineapple Enterprises Santa Monica, CA

1. Provided exceptional customer service while maintaining a positive

office reputation.

2. Managed daily customer inquiries via phone, offering guidance and

support.

3. Created and tracked case files, including essential HR documents like

W-2s and leave statements.

4. Evaluated and improved internal processes to enhance customer

service and operational efficiency.

5. Ensured compliance with federal and state regulations in all

customer interactions.

6. Prepared and delivered reports and correspondence to senior

management as required.

7. Reviewed and edited documents for accuracy before finalization.

 Apr / 2023-Apr / 2024



Office Automation Clerk

Summit Peak Industries Denver, CO

1. Performed extensive data entry and word processing to support

office operations.

2. Utilized word processing software to generate various documents,

including technical reports and meeting minutes.

3. Employed database and spreadsheet tools for data entry, analysis,

and report generation.

4. Coordinated and maintained required training for all office staff to

ensure compliance.

EDUCATION


Apr /
2022

-
Apr /
2023



Associate of Applied Science in Office

Management

Tech Community College Toronto, ON

Focused on office administration, including data management and

office automation tools.

SKILLS

Peoplesoft Proficiency

Oracle Database Management

Research Skills

Presentation Skills

Inventory Management

INTERESTS

 Woodworking  Star Gazing

 Theatre  Architecture

STRENGTHS

 Politeness  Determination

 Ambition  Dedication

LANGUAGES

English Russian Polish

ACHIEVEMENTS

Streamlined data entry processes, reducing

errors by 15%.

Enhanced document processing efficiency,

leading to a 20% faster turnaround time.
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