DONALD ADAMS


                                                                                        XX, Any Street, Detroit, Michigan, 48201

     


                                                        donald@example.com, (012) 345-6789

OBJECTIVE 
Searching for a job in administrative assistant post where I can explore my views in this field.
SKILLS 
· Conducting research on behalf of manager.

· Experience in administrative field for last 3 years in a leading company.

· Skills to provide training and orientation for new staff.
· Effective organization skills.

COMPUTER SKILLS
· Typing speed of 60+ wpm.

· Can do all Microsoft office operation.
·  Can use any type of new office software.
PROFESSIONAL EXPERIENCE

Orange import and export, Detroit, Michigan
(2012-present)

Administrative Manager
· Contacted with clients in every month.

· Solved administrative problems.

· Achieved employee of the month, in June, 2013.
· Gave the company annual $5m turnover. 
Wars Pvt. Ltd., Detroit, Michigan

(2008-12)

Administrative Intern

· Did several administrative work and projects.
· Prepared a skill test for training of new staffs.

· Did project and office management

· Prepared a website for sales benefit of the company.

EDUCATION
· Two years o diploma course on administrative jobs from Michigan technology university, (2006-08)
· Bachelor degree on accountancy from Michigan University, (2003-06)

COMPUTER SKILLS
· Certified course on Microsoft Office, Photoshop and other useful computer topics.

DATE: -                                                                                             ________________________
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