ADMINISTRATIVE ASSISTANT
Joe Citizen
12/240, Georgie St., 
Sydney, NSW 20000 
(02) 9285 XXXX.
Objective

To provide administrative to a medium or large organisation. I believe that this will help me to achieve my long-term goal of becoming an Executive Assistant.

Work Experience
Personnel Administrative Assistant 

THE LAPIS CORPORATION, Pinesville, LA





9/88-Present
· Maintained files. 

· Prepared records for off-site storage. 

· Designed forms for archives. 

· Developed effective space management plan for on-site records. 

· Improved tracking system resulting in few lost files. 

· Handled employment verifications and designed forms to expedite process. 

Records Coordinator for Development 
GLADE GROVE COLLEGE, Baton Rouge, LA





12/84-8/88
· Recorded gifts made to the college. 

· Maintained files. 

Coder 
GLADE GROVE COLLEGE, Baton Rouge, LA 




12/81-12/84 

· Translated data from surveys into numerical code for data entry. 

· Edited computer printouts. 

· Performed quality control. 

Sales executive

PAISLEY TELECOMMUNICATIONS 






6/72-12/81 
· Provide secretarial and administrative support to the marketing team 
Education
High Diploma in Marketing. 
TAFE, Sydney 









1972
Interests 

Swimming, hiking, reading and dancing

Reference

References are available upon request.

