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To serve as a clerk, a secretary, or an administrative assistant where one can 
effectively and responsibly represent the organization and its clients using the 
extensive office skills and experience in the corporate and legal environments. To 
work with an organization of repute that gives an opportunity to use the technical, 
interpersonal skills and knowledge, and make a significant contribution to the growth
of the organization while providing opportunities for growth on the professional and 
personal front.

EXPERIENCE

Interview Scheduler-HR/Senior Secretary
ABC Corporation - 2008 – 2012

 Responsible for multiple functions including office management, 
administrative, human resources, recruiting, and acting as a liaison 
between departments and business units capitalizing on opportunities
to maximize efficiencies across the organization.

 Spearheaded structuring the recruitment infrastructure and processes
of the company including strategy, techniques, resume review, and 
interview coordination resulting in exponential growth.

 Drove the recruiting lifecycle from candidate identification to resume 
review, interviews, salary negotiation, and final offer.

 Worked closely with company executives to align recruiting strategies
and methods with company goals.

 Successfully grew the size of division by 200% through effective 
recruiting strategies and techniques.

 Decreased temp-to-hire conversion time from an average of 6 months
to 3 months.

 Administered Learning Management System utilizing its functionality 
to support business goals.

Senior Secretary 
ABC Corporation - 2004 – 2008

 Responsible for receiving incoming calls, maintenance of files, 
ordering supplies for the office, and making airline, car and hotel 
reservations.

 On a daily basis, responsible for accessing the supervisors electronic 
mail account, reading and printing all new mail, sending out 
responses and printing out other files.

 Also responsible for keeping the supervisors time management 
calendar.

 Responsible for scheduling meetings and making all necessary 
arrangements for meetings (such as caterers, reserving meetings 
rooms and contacting all involved parties as to date, time and 
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location) Responsible for scheduling specialist software training.
 Responsible for generating monthly reports and combining 

summaries into one monthly report.
 Created guidelines for the other Software secretaries to use to 

generate monthly reports.
 Learned &quot;all-in-1&quot;, DECalc and Digital Software Business 

System (SBS).

EDUCATION

 MBA in BUSINESS MANAGEMENT & HUMAN RESOURCES - 
2001(University of Maryland, University College - Baltimore, MD)

SKILLS

Word, Powerpoint, Excel, Customer Service, Data Entry
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