
Robert Smith 
Seasonal Administrative Assistant

PERSONAL STATEMENT

As a Seasonal Administrative Assistant, responsible for Assembling tax 
returns, effectively file resources, prepare reports on the status of clients 
tax returns, answer incoming phone calls, maintain a working knowledge of
word, adobe, excel, power point and outlook.

WORK EXPERIENCE

Seasonal Administrative Assistant
ABC Corporation -   July 2012 – January 2013 

Responsibilities:

 Greeted clients and scheduled appointments.
 Answered inbounds call, take messages, and directed calls.
 Performed a variety of clerical tasks, including filing, faxing, and 

copying.
 Entered seasonal applications in Excel Spreadsheets.
 Handled paystub and send time cards to timekeeping department.
 Inputed information into computerized database.
 Accurately processed Accounts Payable/Receivable, time and expense 

reporting and invoices.

Seasonal Administrative Assistant
Delta Corporation -   2007 – 2012 

Responsibilities:

 to Present Perform a variety of duties including marketing, calling 
clients, and update file records.

 Provide comprehensive administrative support to including filing, 
answering phones, order requisition, and client contact Greet clients, 
collect tax .

 Dispatch, open sort signoff and filed mail, answerd multiple phones, 
address search, tracked packages, pulled sorted and changed address 
for packages.

 Completed every task given to me in a timely manner.
 Skills Used Typing, data entry, excellent customer service, and 

organizational skills.
 Work daily with Epicore Prelude system to create and transfer customer 

sales orders, update and distribute invoices, run administrative reports, 
etc.

 Run reports and close out credit card machines to reconcile company 
payments daily Submit invoices to customers and manage payment 
processes Manage .

Education

MS

© This Free Resume Template is the copyright of Qwikresume.com. Usage Guidelines

CONTACT DETAILS

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

SKILLS

Excel, Word, Powerpoint, 
Customer Service, 
Organizational, Human 
Resources, Training, 
Office Administration.

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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