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OFFICE CLERK
Skillful clerk, completed varied clerical assignments, provided valuable customer care services, and performed administrative assistance tasks throughout career in office environment, with excellent office organizational management skills.

Objective – Seeking a full time job in an office environment as an Office Clerk, where there is a need for a variety of office administration skills such as computer operation, data typing, front office services, and database program’s administration.

Main capabilities include:
■ Summary of Qualifications

Office Tools & Customer Services
– Typing speed for data entry: 80-90 wpm

– Computer Literacy: Computer operations, related software and office equipment – MS Office (Word, Excel, PP, Outlook), scanners and printers.

– Front desk interaction via phone, email, letters and in person.

Core Strengths
– Good communication skills – verbal and written.

– Coordination and organizational abilities.

– Top listening skills.

■ Work History

– Key Department Services        Hyannis, MA     2008 – Present

Office Clerk
Highlights of Work Experience
– Prepared payroll reports, answered emails/phone queries and worked on billing issues.

– Worked on office computers and other equipment as needed – Printed reports and documents, and typed as needed for payroll department.

– Assisted various departments in sorting out queries by providing them with accurate, correct information.

Clerical Maintenance Work:
– Maintained accurate records of the files and payments made for the services and rendered them for office use – Provided the required files on demand to different levels of managers.

– Made arrangements for storage of important office stocks and equipment – Ordered supplies whenever necessary and maintained records of stock.

■ Education

– High School Diploma/Graduation

– GED Certification
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SALES STAFF

May 19, 1992

(024) 6680 5588

hotro@topcv.vn

Hanoi, Vietnam

Take advantages of sales skills & experience and understanding of market to become a professional Sales Staff and bring a lot value to Customers. From that, I will contribute to development of TOPCV Company

EDUCATION

Oct 2010-May 2014

TOPCV University

Major: Corporate Administration

GPA: 3.6/4

WORK EXPERIENCE

June 2014-Present

TOPCV JSC

Sales Staff

Main responsibilities:

- Write and upload product advertising post via Facebook, Forum...

- Introduce, consult products and answer customers' queries via phone and email.

- Assist to control goods in and out

- Attend Sales Skill Course in the CompanyRecognition and Gains:

- Advertising products of the Company to customers effectively: contribute to a 20% increase in the number of customers within one month of working

Nov 2013-Jun 2014

TOPCV Shop

Part-time Sales Staff

- Sell goods for Foreigners and Vietnamese at the Shop

- Advertise products on media publications such as: banner, posters,leaflets...

- Make reports of sales every day.Achievements and skills gained:

- Be assessed positively by the shop’s boss: active, extremely adaptable...

- Observe, learn and catch customers’ taste well.

- Improve English Communication Skill.

ACTIVITIES

Jan 2014-Feb 2014

TOPCV - EDUCATION TALK 2014

Member of US Ambassador

- Organize monthly events, network with US alumni

- Share how to hunt scholarships and US student's life experiences to all students who have received offers from US universities

SKILLS

Language

English, Japanese, Chinese

Computer

Word, Excel, Powerpoint

HONORS & AWARDS

2013-2014

TOPCV Scholarship in 2nd semester 2012-2013 and 1st semester 2013-2014.

CERTIFICATIONS

2014

TOEIC Certificate with score 800 issued by TOPCV

INTERESTS

I like soccer, music...
