Selling Yourself on Paper Your Winning Edge

Sample Resumes- Clerical/Managerial

laura C. Barmandes

200 West Old Country Road
Hicksvillae, N.¥. 11801
(516) 555-1212

Frofassional Summary

13 years proven track record in office menagement

Spocial talent in analyzing situations and resclving probhlems
Creativity in budgeting and cost cutting procedures
Speaking/reading ability in English, Spanish, French and Portuguase

* % % * % ¥

Gactano Internaticnal-Widget Divisicn long Island, N.Y.

As cffice mamager of a 60 perscn office, cocxdinate all aspocts of dally operations
for clerical and parsprofessional persomnel. ZAnalyre and organize prooedures and flow

budget. of $300,000
Asgistant Offica Manager 1979 - 1986
RBC Mamifacturing Barpstead, L.I

Respenaible for clerical employees in a malti-lingual, international mamifacturing
company.  Fommalated procsdures for systemtic retention and retrieval of reconds,
with separate files in English, Spanish and French., Initiated cost reduction programs
to reduoe waste for a savings of over §50,000. Prepared enployes ratings and assisted
in erployee benafit and insurance programs.

Bdication

B.S. - Businass Admindstration

Major - Organizational Manacement

C.W. Post, 1979

Over 20 graduate hours in Business Administration with courses in Finance; Erployes
Benefits; Motivation; Accounting; Management

Languacge Skills

Conversational oorpetence in Spanish, French and Portuguese.




