Resume Objectives for Administrative Assistant
· Hopeful to gain employment with Community Development Institute Head Start as an Administrative Assistant to ensure each timesheet has the appropriate signatures, personnel information, and accurate totals. Also coming with five years direct experience working with purchasing, accounts payable, account receivable, payroll, High School diploma, a basic understanding of accounting systems, as well as knowledge of Microsoft Excel.
· Looking for the position of an Administrative Assistant with Summit Healthcare Regional Medical Center to provide a broad range of high-level administrative support and data entry for multiple administrators by preparing reports, supporting program staff, coordinating meetings and trainings, and providing clerical support. Also coming with overall administrative experience, a High School Diploma, and an excellent overall customer service experience.
· Highly talented, passionate, and motivated Administrative Assistant desirous of a position at Toyota where the knowledge and understanding of administrative assistant skills, strong team orientation and experience will be utilized. An enthusiastic candidate with ability to support the daily administrative needs of the PPM Division and executives, and perform a wide array of administrative services, including compiling, summarizing, and visualizing information.
· Individual with ability to perform administrative support work and provide clerical support to the police department at City of Fishers; assist the Support Division, Operations Division, and Investigations Division; and assist travel arrangements for training, in-house training set-up, and event preparation, including ordering, purchasing, picking up, and setting-up of food and beverages and room.
· To obtain a position with Hydro Extrusion North America to leverage ability to record, update, and maintain employee information in the Human Resources computer system and employee files per established procedures. Also bringing 5 years’ experience in an administrative role; English language fluency, reading, writing, and verbal communication; a High School Diploma; ability to speak effectively before groups of employees; excellent interpersonal skills; attention to detail and proficiency with Microsoft Office products.
· Energetic individual with five years of vast experience working in an administrative environment, seeking to apply profound experience as an Administrative Assistant with Ochsner Health System. Coming with ability to travel throughout and between facilities, and knowledge of business management principles, including operations, finance, audit, personnel, and resource management. Also bringing strong organizational skills, good time management skills, proficiency with Windows-style applications and keyboard, effective verbal and written communication skills, computer skills and dexterity, as well as ability to present information clearly and professionally.
· Team oriented individual willing to work at University of Colorado Boulder as an Administrative Assistant, with ability to purchase requests, purchase orders, expense vouchers, vendor set-up and official functions; collect, organize, maintain accurate P-Card records of purchase (charges); reconcile and store all receipts monthly; execute travel authorization and conference registration; and reconcile travel expenses using the on-line CU Concur system.
· Individual with strong ability to learn fast interested in the position of an Administrative Assistant at Compass Group, to apply 5 years’ experience with ability to answer telephones, and support management staff in preparing secret employment and labor relations documents, such as proposed disciplinary notices.
· Safety conscious individual with high level of skills and experience. Desirous of an administrative assistant position with Loyola University Medical Center, to utilize 5 to 10 years of experience levels in healthcare profession. Bringing the ability to perform administrative and secretarial duties with wide latitude for exercising discretion and judgment. Also coming with a High School diploma, computer skills, and ability to provide high-quality administrative support to the Director and/or Managers.
· Passionate individual seeking an administrative assistant position with Beth Israel Deaconess Medical Center with ability to answer and screen telephone calls, take accurate message or direct the call to the appropriate person, and greet and direct patients, families, staff, and visitors. Also bringing an Associate Degree, 5 years’ experience with computer systems, including certain Microsoft Office applications which include Word, Excel, PowerPoint, Access, and Outlook, as well as web-based applications.
· Experienced individual seeking an Entry Level Administrative Assistant position with AutoZone. Coming with ability to keep secrecy in all employee interactions, and screen incoming telephone calls. Also bringing excellent verbal and written communication skills, a High School Diploma, 5 years general administrative/office and customer relations experience, as well as proficiency in Microsoft Word, Excel, PowerPoint, and Outlook.
· Certified Administrative Assistant with ability to coordinate the day-to-day activities of the assigned department and administrative operations while working closely with management staff. Longing for an Administrative Assistant position with Maine Medical Center, to bring strong written and oral communication skills, exceptional interpersonal skills, good organizational skills, problem-solving skills, multi-tasking skills, ability to prioritize, a bachelor’s degree, and 5 years’ experience in an administrative support role.
· Talented individual seeking to work with Texas State University as an Administrative Assistant with ability to work from a solution-driven prospective. Also bringing 5 years’ experience in a customer service role, experience with processing confidential information, and a high level of computer literacy in data entry, administrative support, and bookkeeping.
· Hopeful to gain employment with Mantel Group as an Administrative Assistant to answer telephones and direct inquiries using a professional method and maintain confidential personnel files. Also bringing ability to work effectively and maintain good working relationships with co-workers, school personnel, administrators, students, parents, and supervisors, as well as demonstrate great computer skills.
· To obtain a position with Buena Vista University as an Administrative Assistant, to leverage ability to support the daily operations of Online and Site Programs through close attention to detail, excellent customer service, and ability to handle superior office skills and multiple tasks. Also bringing a bachelor’s degree, proficiency in Microsoft Office, a service-directed attitude, as well as ability to work a variety of internal and external constituents and learn new software systems.
· Highly skilled individual with ability to support and perform a wide range of administrative duties and demonstrate the knowledge and skills necessary to provide service appropriate to the age of the patients served on the assigned unit, seeking to work with Summerlin Hospital Medical Center as an Administrative Assistant. Coming with 5 years of secretarial experience, an Associate degree and computer proficiency that include Word Processing, Spreadsheet and Database.
· Creative and problem-solving professional desirous to join a group of Administrators at San Dieguito Union High School District in the position of an Administrative Assistant, coming with an Associate degree, 5 years of increasingly responsible clerical and secretarial experience involving record keeping and frequent contact with the public, as well as ability to provide clerical and secretarial support to the Principal of the school.
· Flexible and energetic individual with knowledge and excellent administrative skills, seeking the position of an Administrative Assistant with McLane Company. Coming with ability to perform daily load audits; provide administrative support for the warehouse staff; perform computer word processing, presentations/graphic proficiency, and spreadsheet skills; 5 years of administrative experience with working knowledge of office practices; and math and interpersonal skills.
· Active individual with vast administrative assisting skills and ability to support Staff Senate with tasks such as budget and p-card reconciliation, scheduling and attending meetings, and event planning and managing Staff Senate website. Seeking to apply 5 years’ experience in an administrative assistant job with Appalachian State University where Associate degree and previous office/clerical experience will be applied.
· Seeking an Entry Level Administrative Assistant position with University of Texas at Dallas where five years of office administration will be applied. Also bringing ability to handle administrative duties for department head and career function; make decisions and interpret administrative policies; maintain and monitor financial records; perform monthly financial account reconciliation and reporting; prepare vouchers; act as liaison to payroll and human resources; and handle related responsibilities.
· Passionate individual hopeful for an Administrative Assistant position with MC2Charter School, to work in a sector that will support high school learners. Also coming with communication skills, teamwork skills, interpersonal skills, and experience needed to take leadership position and run a successful school business.
· Team oriented individual eager to work at Fairfax in the role of an Administrative Assistant, bringing knowledge of standard office administrative practices and procedures; extensive experience and proficiency using Microsoft Word, Excel, and PowerPoint; and general experience in creating and managing spreadsheets/databases. Also coming with ability to exercise diplomacy, prudence, and initiative; ability to juggle multiple projects with excellent accuracy; and ability to operate a two-way radio.
· Seeking the job of an Administrative Assistant at FedEx Freight where ability to perform administrative duties in support of Managing Directors and department will be utilized. Also coming with an Associate degree, five years of business experience, good typing and data entry skills, proficiency with PC and Microsoft Office Software, as well as ability to handle confidential information.
· Extremely organized individual interested in securing an Administrative Assistant position with Jackson State University, bringing ability to provide information pertaining to office/ institutional procedures and policies, process confidential matters, and resolve and refer questions to appropriate departments on campus. Also coming with a bachelor’s degree from an accredited university; thorough knowledge of business English, spelling, punctuation, and arithmetic; strong interpersonal and problem-solving skills; and customer service and team oriented.
· Individual with strong reasoning ability looking to contribute enough experience in the Administrative Assistant job at University of Utah. Coming with an Associate degree in business, five years’ work experience, demonstrated human relations and effective written and verbal communication skills, knowledge of basic bookkeeping practices and direct supervisory experience, and ability to provide complex administrative support for department management.
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