Nicky Mortadella
123 Main Street
Atlantic Hilands, NJ 07716
Home: (555) 555-1234
Cell: (555) 555-1235                                                              Email:nmortadella@gmail.com
Visit: howtogetaheadwithresumes.info for Resume Samples

Objective

A challenging position as an administrative assistant at a growth-oriented firm, contributing to the company while improving my skills.

Skills
· Typing: 80wpm

· Strong analytical and organizational skills.

· Excellent interpersonal skills, phone manner, and office etiquette.

· Software: All Windows operating systems, Microsoft Word, Excel, WordPerfect.


Experience
1998 - Present

Administrative Assistant
Wolinger Pharmaceuticals, Hope, NJ
· Handled all official company correspondence

· Upgraded office filing system

· Typed all company documents

· Created a computerized customer database

· Typed all company correspondence

· Responsible for new employee training


1994 - 1998

Administrative Assistant
Hilands Chamber of Commerce, Atlantic Hilands,NJ
· Organized the Annual Marietta Chamber Gala

· Typed all company documents

· Responsible for production of company's bi-monthly newsletter

· Answered phones and met with public to answer questions
Education
1994
Hilands Business College, Hilands, NJ
A.A., Business Operations
