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PROFESSIONAL SUMMARY

Resourceful Office Clerk Assistant II with 7 years of experience in
administrative support and record management. Adept at optimizing
office workflows, ensuring accurate documentation, and providing
exceptional client assistance. Passionate about enhancing
organizational efficiency and contributing to team success in a
collaborative environment.

WORK EXPERIENCE

 Mar / 2020-Ongoing



Office Clerk Assistant II

Pineapple Enterprises Santa Monica, CA

1. Provided comprehensive administrative support, enhancing office
productivity and client satisfaction.

2. Maintained daily contact sheets and ensured accurate reporting of
client hours.

3. Typed, formatted, proofread, and edited various documents, ensuring
high-quality communication.

4. Managed calendars, coordinated appointments, and organized work
schedules effectively.

5. Prepared orientation materials and entered employee data into the
system for new hires.

6. Assisted in the implementation of office procedures that improved
workflow efficiency.

7. Maintained a professional and organized office environment to
support team operations.

 Mar / 2018-Mar / 2020



Office Clerk Assistant

Silver Lake Enterprises Seattle, WA

1. Welcomed clients and addressed inquiries in a friendly and
professional manner.

2. Supported the office manager by organizing and filing medical
records accurately.

3. Handled a high volume of phone calls, efficiently directing calls to
the appropriate staff.

4. Sorted and distributed incoming and outgoing mail to ensure timely
communication.

EDUCATION


Mar /
2016

-
Mar /
2018



Associate of Applied Science in Office

Administration

City College Santa Monica, CA

Focused on administrative support skills, including office management
and communication.

SKILLS

Microsoft Word

Microsoft Powerpoint

As/400 System Management

Typing 50 Wpm

3m Document Solutions

INTERESTS

 Art  Volunteering

 Hiking  Yoga

STRENGTHS

 Criticality  Detail-oriented

 Diplomacy  Enthusiasm

LANGUAGES

English Italian Arabic

ACHIEVEMENTS

Streamlined document processing,
reducing turnaround time by 20%.

Implemented an electronic filing system
that improved accessibility and
organization.
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