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	Summary
Junior secretary with an experience of 2 years with supporting and assisting the senior and executive management in routine tasks. Highly organized individual with the ability to provide support in all departments and ensure the smooth running of micro operations. Provided clerical as well as administrative support to the executive teams and even as an individual.
Coordinated and implemented office procedures where required. Independently took responsibility of projects and worked on the details. Excellent communication skills including written and verbal. Use of office equipment as well as management software. Knowledge of word processing and ability to prepare excellent presentations.
	

	
	
	

	
	DEGREE | DATE EARNED | SCHOOL
Major: Click here to enter text
Minor: Click here to enter text
Related coursework: Click here to enter text
Minor: Click here to enter text
Related coursework: Click here to enter text
	My objectives in this role are/were:
· To provide clerical and administrative support to individuals.
· To arrange in-house and external events.
· To schedule meetings and daily planner for the professionals.
	

	
	
	
	

	
	Work Experience
Job Title | Company | Dates From - To
My roles in this job are/were:
· To write letters and reports.
· To prepare minutes of the meetings for the staff.
· [bookmark: _GoBack]To keep and maintain the schedule of the staff.
· To audio record and copy type the meetings.
· To answer any phone calls and book any meetings.
· To photocopy, fax or print the documents.
· To file important documents and keep a record.
· To maintain diaries and book appointments.
· To schedule and even attend meetings.
· To take notes during the meetings.
· To create agendas for routine meetings.
· To book meeting rooms and look after the facilities.
· To order and maintain stationery.
· To organize staff, travel and manage their accommodations.
· To arrange training for staff members.
· To carry out any invoices.
Job Title | Company | Dates From - To
	Competencies
· Attention to details.
· Use of customer relationship management tools.
· Multitasking
· Understanding of statistical data.
· Arrange events.
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	Communication
You delivered that big presentation to rave reviews. Don’t be shy about it now! This is the place to show how well you work and play with others.

Management
Think a document that looks this good has to be difficult to format? Think again! To easily apply any text formatting you see in this document with just a click, on the Home tab of the ribbon, check out Styles.
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