Administrative Clerk Resume Template
Tia Perez
Embarcadero, San Diego, CA
Phone: (618) 336-1093
tia@gmail.com
Objective
To work as an Administrative Clerk for a retail or manufacturing company
Summary of Qualification
· More than 6 years experience as an office administrator for the Finance Director in a large consumer manufacturing company
· Strong organizational, computational and multitasking skills with ability to work under time pressures.
· Excellent verbal and written communication skills
Career Experience/Job History
2003 – Present: Administrator Clerk, Finance Department, Belkin Industries, CA
· Observe office work schedules and extend work hours as required to support executive.
· Provide administrative and clerical support for the office of the Finance Director
· Implement regular and special staff meetings with the Finance Director and monitor staff attendance, calling their attention if absent and ensuring Lotus Mail scheduling system is updated across department heads.
· Coordinate with HR on all personnel action within the department
· Coordinate with building administrator for any maintenance concerns in the office
· Coordinate with purchasing on the procurement of office supplies
· Coordinate with IT on maintenance of office computers and peripherals.
Education
2004 – Present:  Attended in-house seminars and workshops
2001 – 2004: BA Economics, New York State University
Professional references to be furnished upon request

