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Seasoned, highly motivated, and diligent professional who works well under 
pressure, who is bilingual in English and Spanish, a proficient translator, and 
skilled in MS Office and Windows. I am seeking a position in which I can apply my 
skills and that will afford me challenges and opportunities for professional growth.

2003 – 2005
LEAD SCHOOL SECRETARY - ABC CORPORATION

 Operate office equipment such as fax machines, copiers, and phone systems, 
and use computers for spreadsheet, word processing, database management, 
and other applications.

 Answer telephones and give information to callers, take messages, or transfer 
calls to appropriate individuals.

 Greet visitors or callers and handle their inquiries or direct them to the 
appropriate persons according to their needs.

 Set up and maintain paper and electronic filing systems for records, 
correspondence, and other material.

 Locate and attach appropriate files to incoming correspondence requiring 
replies.

 Open, read, route, and distribute incoming mail or other materials and answer 
routine letters.

 Complete forms in accordance with company procedures.

2002 – 2003
SCHOOL SECRETARY - ABC CORPORATION

 As a Special Education School Secretary, I was responsible for various different 
tasks during any given day.

 Answering phones, filing, organizing, using copier and fax machine.
 Analyzing profit and loss statements.
 Reconciling bank accounts, performing accounts payable and receivable.
 Supervising office assistants.
 Communicating with numerous school districts and county office personnel.
 Heavy computer usage utilizing many types of software (QuickBooks, Microsoft 

Office, PowerSchool, SEIS, and Internet Applications)..

EDUCATION

Special Education - (Western Illinois University - Moline, IL)
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SKILLS

Microsoft office.
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