High School Administration Resume
 
Zahid Lancaster
736 Preston Road, Hopkins, MN 55343
(900) 999-9119, zahid@gmail.com

PROFESSIONAL SUMMARY
A proactive and well organized individual looking for a position of a school administrative officer with Learning Loops. Offering keen sense of time management and well honed skills in operations management and administrative acumen
KEY QUALIFICATIONS
• 5+ years’ work experience in administrative capacities
• Highly experienced in providing administrative support in an academic setting
• Functional knowledge of coordinating a variety of programs and activities for students and staff
• In depth knowledge of maintaining inventory of supplies and liaison with external agencies
ACCOMPLISHMENTS
• Created and implemented a series of interactive programs in order to keep up the motivational level in the school staff
• Introduced an inventory tracking system that works with available data thereby decreasing administrative work by 20%
PROFESSIONAL EXPERIENCE
Administrative Assistant | Some School – Hopkins, MN | 2010 – Present
• Plan and coordinate activities for staff and students
• Assist in lesson planning and organization
• Collect fees from students and issue receipts
• Maintain records in both paper and electronic forms
School Clerk | City School – Hopkins, MN | 2009 – 2010
• Maintained inventory of supplies and equipment
• Operated office equipment as and when necessary
• Prepared correspondence
• Responded to inquiries from various sources
EDUCATION
McCurry College – Hopkins, MN
Bachelors of Business Administration
Majors: Administration
ADDITIONAL SKILLS
• Knowledge of modern office practices and procedures
• Good command over inventory procedures
• Superior telephone etiquette
• Excellent interpersonal and communication skills
• Computer savvy

