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Summary:
Experienced word processor with knowledge of multiple languages and grip over the grammar and accent. 5 years’ work experience has helped to devise and format word processing systems to reduce any grammatical errors and increase efficiency.
Excellent communication skills both written and verbal have helped to create high quality documents. Reading is an additional skill which makes it easy to proofread the work done. Conducted various trainings within the company and in different departments to prepare the people for the word task. 
Knowledge of soft wares and computer has made the tasks easy to understand and perform. Ability to manage the documents after they have been prepared and ready to use.
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
Education
DEGREE | DATE EARNED | SCHOOL
Major: Click here to enter text
Minor: Click here to enter text
Related coursework: Click here to enter text
	
My objectives in this job are:
· To proofread and format designs.
· To set standards to automate grammar and spelling corrections.
· To evaluate, design and implement future word processing systems.
	

	
	Work Experience:
ABC Company
My roles in this job were:
· To prepare letters, emails and another form of correspondence.
· To format the word processor to correct any grammatical mistakes.
· To inspect the completed document and file is as per the instructions.
· To coordinate with other supervisors to oversee the whole word process.
· To evaluate, design and implement future word processing systems.
· To maintain the accuracy of the work by proofreading for any errors.
· To edit already prepared documents or presentations.
· To research or gather data for create documents.
· To file the data and manage reception work.
· To answer any phones call, collect data and type it in word.
	Skills/Core Competencies:
· Commination skills including written and verbal.
· Excelled in the knowledge of language.
· Fast and accurate typing.
· Knowhow of basic and advanced word programs.
· Use of soft wares and IT knowledge.
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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