John Doe


6722 South 22nd Street ~ Terre Haute, In. 47804
Home Phone (xxx) xxx-xxxx ~ Email jdoe@verizon.net
O  B  J  E  C  T  I  V  E

 Clerical
A position as an active employee, involving responsibility and working with others as a team member to achieve advancement and growth for the company.
Q  U  A  L  I  F  I  C  A  T  I  O  N  S
· Professional receptionist support skills 
· Strong understanding of alphanumeric filing
· Familiar with Windows XP, Word and Excel 
· Well developed customer service skills
W  O  R  K    H  I  S  T  O  R  Y
2001 - Present: Court House, Indianapolis, IN
Clerical Support

Maintained switchboard operations including professionally answering switchboard, taking messages, and routing calls to the appropriate team member. Provided clerical support, assisting with faxing, filing, and copying projects.

1999 - 2001: Pennyrile Turnpike Authority, Henderson, KY
Toll Administrator
Supervised accurate collecting of appropriate toll fees from highway motorist. Provided high quality customer satisfaction when interacting with various highway motorists. Reconciled station drawer against collected toll receipts with no discrepancies. Maintained and changed money machines as required. Dispatched state police when necessary, as well as processed and filed customer complaints and incident reports.

E  D  U  C  A  T  I  O  N
Associates Business, 1998 
ISU Terre Haute, Indiana
IVY Tech, Terre Haute, In.--Special courses and seminars.
Computer Proficient: Windows XP, Word, Excel, Power Point, ect...
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