
ROBERT SMITH
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Dedicated individual looking to secure a receptionist position that utilizes 
administrative and educational experience. Offers knowledge in areas of office 
administration, customer relations, and project planning.

JANUARY 1985 – AUGUST 1990
TYPIST/SUPERVISOR - ABC CORPORATION

 Included re-proofing and imputing footers and headers on all Workers 
Compensation and No-Fault medical reports.

 Created, distributed and maintained dictation codes for doctors order for them 
to be able to dictate their reports.

 Distributed dictation instructions to doctors who are new to using the dictation 
system.

 Receives, date stamps and sorts mail for the Classification Department. Ensures
all mail is promptly distributed to the appropriate staff.

 Copies, scans, and faxes documents using the appropriate equipment.
 Provides clerical assistance and support with Special Projects assigned to the 

Classification Department.
 Answers telephone calls professionally and provides customer service to include

assisting inmate families.

1980 – 1985
 TYPIST/SUPERVISOR - ABC CORPORATION

 Typed all documents including title commitments, supplements, policies, 
property profiles, and interoffice documents.

 Produced monthly reporting of all policies issued and billed to corporate office.
 Prepare title chains and profiles for realtors and customers.
 Calmed angry customers with placid and professional demure, while repairing 

customer trust and resolving customer issues.
 Key Accomplishments Resolved 550 inquiries a week and consistently met 

performance expectations.
 Assisted company to achieve highest customer service rating and revenue 

within all aspects of communication, problem solving, and courtesy..
 This is Dummy Description data, Replace with job description relevant to your 

current role.

EDUCATION

BS
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SKILLS

Administrative Assistant, Social And Human Services.
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