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	[bookmark: _GoBack]Professional secretary with a very diverse background. Knowledgeable in office management procedures. Proficient in understanding computer soft wares and other office equipment. Excellent in providing customer service and gives attention to details
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	Excellent communication skills which has helped to build strong relationships with coworkers, vendors and supervisors. Good work ethic, always on time and minimum leaves from work. Pleasant and friendly manners with a peaceful phone voice. Event management skills helped to organize and arrange office events and meetings. Making sure that the office agenda has been set before the meeting and that the agenda is communicated to every person attending the meeting. 
	
	

	
	Work Experience:
ABC Company
My roles in this job were:
· To greet customers and answer any phone calls and reply emails.
· To improve office efficiency by implementing good practices.
· To reply any correspondence from customers and vendors.
· To perform office tasks as needed and required.
· To oversee the daily activities of the office.
· To train the staff on office procedures.
· To schedule appointments and maintain calendars for the directors.
· To discreetly maintain highly confidential information of customers.
· To coordinate workshops, meetings and conferences.
· To order office supplies and equipment.

	XYZ Company
My roles in this job were:
· To research for best available vendors.
· To handle office equipment, maintenance and petty cash. 
· To design booklets, newsletters, brochures and invitations.
· To assist in finding and recruiting better work resources.
· To keep a record of the daily planning schedules.
Technical Skills:
· Organizational skills to adapt with the changing environments.
· Excellent computer skills including the Microsoft excel and word.
· Diary management and minute taking.
· Ability to prioritize work and time management skills.
· Report compilation.
	

	
	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.

Reference:
	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.

	Key Skills/Objectives:
· To schedule meetings and conferences.
· To maintain formal records and minutes of the meetings.
· To maintain any records of third party correspondence.
· To circulate the minutes and important findings after the meeting.
· To get approval of directors over business deals.
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