Sample Resume
Contact Details

	Name:
	

	Address:
	

	Phone:
	

	Mobile
	

	Email Address:
	


Career Objectives

	Summary:
	A receptionist position that will allow me to utilise my strong administration and customer service skills in a dynamic and growing company.


Education/Qualifications

	Institution:
	Joseph College

	City/Country:
	Melbourne

	Qualifications:
	Certificate in Office Administration

	Completed:
	2000


	Institution:
	Joseph High School

	City/Country:
	Melbourne

	Qualifications:
	Victorian Certificate of Education

	Completed:
	1997


Employment History

John Smith & Associates 

	Start Date:
	Jan 2000

	End Date:
	Currently Employed

	Position/Title:
	Front Office Co-ordinator

	Responsibilities/
Achievements:
	Answer switchboard

Meet & greet Clients

Typing of various correspondence

Data entry into in-house database

Supervision of junior staff

Mail

Organise couriers/deliveries 


Jones & Jones 

	Start Date:
	May 1998

	End Date:
	Jan 2000

	Position/Title:
	Receptionist

	Responsibilities/
Achievements:
	Answer switchboard

Typing

Data entry

Filing, faxing, photocopying


Skill Summary

	Non Technical Skills:
	Excellent people skills, sound communication skills, ability to prioritise and multi-task, good organisational skills.

	Computer Skills:
	MS Excel; Intermediate
MS Powerpoint; Beginner
MS Word; Advanced

	Other:
	Current Level 2 First Aid Certificate - St.John's Ambulance


Professional Memberships

	Member of the Institute of Management


Awards

	2003 - Received "Employee of the Year Award" - John Smith & Associates


Languages

	English, basic German


Interests

	Travel, reading, cooking


Referees

	Lucy Jones
Phone:
03  555 5555
Organisation/Position:
Office Manager - Jones & Jones

John Smith
Phone:
03  999 9999
Organisation/Position:
Managing Director - John Smith & Associates



