Mary Aquino 
1111 Overlook Drive 
Indianapolis, IN 46278 
Tel# (111)-315-1959 
E-mail: mary@resumesamples.info 

Career Objective : To obtain Office Administration Manager position that will allow me to utilize my skills and has potential for growth. 

Qualifications 

Vast working experience of Human resource management 
In depth knowledge of clerical procedures 
Familiarity with administration 
Ability to prioritize and organize his own workload 
Ability to work within deadlines 
Ability to maintain a high level of accuracy 

Employment 

Office Administration Manager, 2008 - Present 
PRA International - Charlottesville, VA 

Provided supplies by identifying needs for reception. 
Maintained administrative staff by recruiting. 
Purchased printed materials and forms by obtaining requirements. 
Provided historical reference by developing and utilizing filing and retrieval systems. 
Maintained professional and technical knowledge by attending educational workshops. 
Improved program and service quality by devising new applications. 

Educational Qualifications 

Bachelor's Degree in Business Administration, 2008 
Saint Paul College, Saint Paul, MN 
GPA 3.21 (on scale of 4.0)

