Sample Receptionist Administrative Assistant Resume
Richard Kreg,
3746, West 35 Street,
Lebanon, SA 54648,
(274)-839 4895. Objective: Securing a position of receptionist administrative assistant that will utilize my skills and knowledge and will help me to improve my professional growth.

Technical Skills:

· Microsoft Office

· Microsoft Word

· Excel

· Power Point

· Macintosh operating system

Previous Work Experience:

Some Company, Lebanon
Worked as Administrative Assistant

Responsibilities:

· Responsible for managing and directing front office.

· Provided support to professional staff members.

· Responsible for creating databases of client's information.

· Prepared mails to Senators and Mayors in state.

· Planed a structured form that will help to organize meeting set-ups and improving communication.

Zyanax Incorporated, Glen Ellyn, Illinois
Worked as Administrative Assistant

Responsibilities:

· Worked as communicator between staff and president.

· Managed off-site and internal functions and other events.

· Responsible for helping in the implementation and purchase new electronic time keeping system.

· New streamlined archival was designed.

· Done various other duties as assigned.

Education:
High School Diploma
