
Senior Secretary/Office Assistant

ROBERT SMITH

Phone: (123) 456 78 99 
Email: info@qwikresume.com

Website: www.qwikresume.com
LinkedIn:

linkedin.com/qwikresume
Address: 1737 Marshville Road,

Alabama.

Objective

To pursue a challenging career in a progressive environment where learning, innovation, and 
creativity are encouraged, where the skills & knowledge can be enhanced to their maximum 
potential to contribute to the overall success and growth of the organization. To pursue a 
challenging career in leading and progressive organization offering opportunities for utilizing the 
skill towards the growth of the organization.

Skills

Microsoft office, Proofreading, Liaison, Supervisory Skills, Travel Arrangements, Ordering, 
Calendaring

Work Experience

Senior Secretary/Office Assistant
ABC Corporation  2006 – 2008 
 Acts as the personal secretary to the Administrator, of Inpatient Rehabilitation Programs, 

assisting on all administrative related projects as required.
 Answers telephone, refers, holds, routes and place calls; greets and assists visitors 

Transcribes meeting minutes.
 Receives, records, and schedules referrals obtains orders, pertinent history, and insurance 

pre-authorizations for outpatients.
 Coordinates appointments with appropriate agencies (Radiology, Pediatric Sedation Team).
 Assists with sending out appointment letters/maps to patients when needed.
 Clerical support/office management person for Audiology, receptionist, schedules referrals, 

verifies insurance, prioritizes urgent patient calls and requests due to malfunctioning 
equipment.

 Clerical support/coordinator for the Outpatient Feeding Clinic, schedule referrals, pre-register 
patients, verifies insurance, coordinate appointments with appropriate agencies.

Senior Secretary
ABC Corporation  2003 – 2006 
 Reported to the GM, International Drilling.
 Responsible for making international travel arrangements, drafting correspondence, 

scheduling meetings, and ordering office supplies.
 Coordinated safety training, included making reservations for dinner, hotel rooms, and car 

rentals.
 Major projects included revamping the filing system and streamlining the Intranet Web Page.
 Participated as a team member of the Contract Revision Committee.
 Assisted approximately 20 Drilling Supervisors located internationally including acting as a 

liaison when GM was out of office, making travel arrangements, and any general office work 
required.

 This is Dummy Description data, Replace with job description relevant to your current role.
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Education

BA in Early Childhood Education - 2002 (St. Augustine's College - Raleigh, NC)
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