
Temporary Office 
Assistant/Director

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

Provide a Respectable and comfortable environment. Maintain an admirable attitude and be an 
exceptional employee Available Anytime, Any day, & willing and able to do or learn just about 
anything.

Skills

Microsoft, Excel, Outlook, Data Entry, Management.

Work Experience

Temporary Office Assistant/Director
ABC Corporation  July 2006 – August 2006 
 Operate office machines, such as photocopiers and scanners, facsimile machines, voice mail 

systems, and personal computers.
 Maintain and update filing, inventory, mailing, and database systems, either manually or 

using a computer.
 Communicate with customers, employees, and other individuals to answer questions, 

disseminate or explain information.
 Open, sort, and route incoming mail, answer correspondence, and prepare outgoing mail.
 Compile, copy, sort, and file records of office activities, business transactions, and other 

activities.
 Compute, record, and proofread data and other information, such as records or reports.
 Type, format, proofread, and edit correspondence and other documents, from notes or 

dictating machines, using computers or typewriters.

Temporary Office Assistant
ABC Corporation  January 2006 – July 2006 
 Operate telephone switchboard to answer, screen, or forward calls, providing information, 

taking messages, or scheduling appointments.
 Greet persons entering establishment, determine nature and purpose of visit, and direct or 

escort them to specific destinations.
 Transmit information or documents to customers, using computer, mail, or facsimile machine.
 Perform administrative support tasks, such as proofreading, transcribing handwritten 

information, or operating calculators or computers to work with pay records, invoices, balance
sheets, or other documents.

 File and maintain records.
 Provide information about establishment, such as location of departments or offices, 

employees within the organization, or services provided.
 Collect, sort, distribute, or prepare mail, messages, or courier deliveries.

Education
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