
Robert Smith 
Lead Personnel Administrator

PERSONAL STATEMENT

Administrative professional with the ability to perform basic office tasks 
while exhibiting exceptional customer service skills, and strengthening 
company morale. Demonstrated multi-tasking skills, ability to work with 
minimum supervision, proficient computer skills, able to grasp and 
comprehend new system applications and methods, seeks a position in a 
fast-paced and developing work environment that will put to use training 
and discipline for company betterment and personal growth and 
development.

WORK EXPERIENCE

Lead Personnel Administrator
ABC Corporation -   November 2009 – April 2013 

Responsibilities:

 Answered and directed incoming and outgoing calls on a daily basis.
 Ordered and distributed office supplies while adhering to a fixed office 

budget.
 Managed and was directly responsible for over 10 junior Sailors, to 

include but not limited to, organizing a physical training schedule, 
scheduling rotating duties to support overall Command related 
functions, inspecting overall cleanliness of living quarters, and 
maintaining overall morale and welfare of each individual Sailor and the
division as a whole.

 Organized, maintained, reviewed and tracked all administrative 
technical instructions and publications.

 Updated and controlled the command database of all hazardous 
material.

 Developed and improved office procedures resulting in above average 
retention rate.

 Performed all duties required to manage a career counselor office in 
matters pertaining to active duty Sailors.

Personnel Administrator
Delta Corporation -   2007 – 2009 

Responsibilities:

 Accounts Receivable Clerk.
 Research and analyze sources to prepare drafts of briefs for review, 

approval, and use by commanding officer.
 Process, verify, and maintain documentation relating to personnel 

activities such as staffing, recruitment, training, grievances, 
performance .

 Maintained and update filing, inventory, mailing, and database systems,
either manually or using a computer.

 Responsible for all phases of personnel administration, computerized bi-
weekly payroll system and various accounting duties for the skilled 
nursing .

 Hired personnel to staff permanent and temporary positions including 
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CONTACT DETAILS

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

SKILLS

Administration, 
Customer Service, 
Logistics.

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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positions for the 1996 Olympics in Atlanta.
 Interviewed, screened and conducted reference checks.

Education

Vocational in Logistics and Transportation Technology - (Diversified 
Vocational College - Los Angeles, CA)
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