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OBJECTIVE

Seeking for a challenging position as an Administrative Assistant in a reputable company with a possible career enhancement, handling administrative and coordination tasks 

SUMMARY OF QUALIFICATIONS

Excellent communication and interpersonal skills 
Expertise in various computer application and operating systems related to work 
Strong bookkeeping skills and filing skills 
Ability to prioritize tasks and multitask 
Exceptional customer service and listening skills 
Basic computer skills to include MS Office and access the Internet 
Strong phone etiquette and time management skills 

PROFESSIONAL EXPERIENCE

Administrative Assistant, January 2007 - Present 
Hyatt, Denver, CO 

Responsibilities 
Executed general duties such as scheduling, mailing and filing. 
Obtained administrative records. 
Rendered clerical support to the management or department. 
Prepared and processed reports, letters and other documents as required or as assigned by the head. 
Updated all necessary documents and reports. 

Office Clerk, May 2004- December 2006 
American Cancer Society, Austin, TX 

Responsibilities 
Prepared schedules and meetings for the department. 
Accepted queries from clients or customers. 
Provided support to accounting or marketing department. 
Obtained office files and records ensuring its completeness and accuracy. 
Performed other clerical duties as required. 

EDUCATION

Master's Degree in Business Management, 2004 
Stanford University 

Bachelor of Science in Business Administration Major in Management, 2002 
Stanford University
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