
Administrative Staff CV 

Name: 

Address: 

Tel:

Mob:
E-mail:  getmeacooljob@yahoo.com
Personal Profile:

Please refer to our http://www.getmeacooljob.com/Personal%20Profiles/Personal-Profile-1.html and just cut and paste from examples.

Key Skills & Abilities:
· Dealing with enquiries by phone, in writing or in person 

· Looking up information on a computer system 

· Filing and photocopying 

· Producing and sending letters 

· Sorting, recording and distributing mail 

· Dealing with cash and payments 

· Updating computerised and clerical records 

· Acting as a secretary or personal assistant (PA) to a manager or department 

· Liaising with staff in other departments. 

Work History:


Your Company Name Goes Here

 


  What Year? 
Job Title: 

Duties & Responsibilities:

· Write down your duties and responsibilities

· What you have done

· What you have achieved at work

· For Help Look for A to Z Job Descriptions
Education & Qualifications:

Change This, June 2012 - Oct 2012

Get me a Cool Job Training Centre, Sydney 

· Web Design, Photoshop, Dreamweaver, Flash, Fireworks and HTML

Interests:

Keep it short and simple 
References:


Available on request 

For more info goto www.getmeacooljob.com
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: https://www.facebook.com/getmeacooljob
Register and Download: www.getmeacooljob.com/blog

