
                                                                                            John Smith
Home 916-207-4000
          6038 Western Blvd
John_smith@msn.com
International City, CA 81335
CAREER SUMMARY

Professional office manager seeking a position with an established company which is committed to providing quality products while enhancing customer service
EDUCATION


2003-2005
Business Administration – Bachelor of Arts Degree 


Westville University, Fayetteville, NC



GPA: 3.8 Completed Business Degree with a minor in Economics. Program studies included store and company management, marketing, and maintaining effective work environment.
QUALIFICATIONS

• MS Word documents


• MS Excel spreadsheets             


• TYPE 60 WPM


• Database management                


• Selling products and services

• Customer Support                 

• Office Management


• Compiling reports 
• Another task here


• Another task here  

PROFESSIONAL EXPERIENCE

2000-Present
Product Support - Cerner – Fayetteville, NC
· Compiled spreadsheets and created reports for company 

· Responsibilities included troubleshooting equipment and support 

· Effectively managed multiple responsibilities independently


                        
       
  1998-2000
Sales and Service - Intel Corp – Fayetteville, NC
· Responsible for troubleshooting product issues with warehouse 

· Demonstrated exceptional customer service throughout shift 

· Received multiple customer service awards for product support


                             
          
  1996-1998
Office Manager - Regency Hospital – San Jose, CA
· Routed all emergency calls to proper recipients 

· Managed file and database system for entire hospital 

· Prepared spreadsheet analysis of daily activities

                             

1992-1996
Sales Representative - Western Apparel – Victoria, CA
· Maintained thorough knowledge of store products and services 

· Consistently demonstrated quality customer service throughout shift
· Tasks included managing all financial transactions for sales
                            

SPECIAL MENTION

  2003-2005            ●
Westville University, Fayetteville, NC, President’s List
  1992-1996            ●
Western Apparel – Victoria, CA, Customer Service Awards

