
Robert Smith 
Office Technician

PERSONAL STATEMENT

Dedicated, a result-focused individual with more than 3 years of experience
with maintaining inventory accuracy, organization, product quality, 
providing service to the Customer, and completing tasks in a timely and 
orderly manner.

WORK EXPERIENCE

Office Technician
ABC Corporation -   May 2009 – September 2011 

Responsibilities:

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

 Answer telephones, direct calls and take messages.
 Maintain and update filing, inventory, mailing, and database systems, 

either manually or using a computer.
 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.

OFFICE TECHNICIAN
ABC Corporation -   2008 – 2009 

Responsibilities:

 Administered Foster Care testing to provider and caregivers.
 Worked as a certified QED entering background checks for applicants.
 Processed employment applications, I-9 and W-4 forms.
 Answered, screened and transferred call to the appropriate department 

personnel.
 Create a new filing system and new process for managing client files.
 Preformed other duties as assigned by director, department heads and 

personnel throughout the department.
 Created forms and applications for case managers using MS Office.

Education

High School Diploma - (Carlisle High School - Carlisle, PA)
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CONTACT DETAILS

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

SKILLS

Microsoft Word, Excel, 
Data Entry, Customer 
Service Skills, 10-Key, 
Typing, Billing, Bilitarate 
in Spanish.

LANGUAGES

English (Native)
French (Professional)
Spanish (Professional)

INTERESTS

Climbing
Snowboarding
Cooking
Reading

REFERENCES

Reference – 1 (Company 
Name)
Reference – 2 (Company 
Name)

https://qwikresume.com/resume-samples/
https://qwikresume.com/free-resume-template-usage-guidelines/

