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Succinct and active
personal summary

explaining career KEY SKILLS PERSONAL SUMMARY
objective and value to TR TR TS
the organisation * Financial A talented financial administration

: administration professional with over two years industry
Clearly highlights core o Advancedin experience, an exceptional eye for detail
skills Microsoft Excel and a drive to further my career within the
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* Exceptional

Lists most recent and .
attention to
relevant position first detail PROFESSIOMNAL EXPERIENCE

to showcase skills and
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' Certificate managers and employees, assisting in daily

Administration Assistant

Institution and IV in Business office needs including management of
completion year 7 Administration | Westing Finance's general administrative
Finance & activities.
Payroll Course
Australian Key responsibilities
et sy Hhlis o + Assisted the financial operations team
summary of core bgnce with administrative tasks including;
responsibilities 2004 - 2005 coordinating the full function of accounts
showcasing experience National paycble and accounts receivable with
Cerlificate high volume processing daily
in Business * Coordinating supplier queries, month-
Administration end duties, and credif card expenses
& Commuting were also among other day-fo-day
CPIT | duties
1998 - 2003
Burley South
Secondary
School

NN N D IO TN
Mobile: 0401 111 111 | Email: sarahjohns@hotmail.com.au
Melbourne, VICTORIA, 3004

1/4


http://www.seek.com.au/career-advice/resumes-the-good-and-the-bad#0

12/6/2018 Resumes: the good and the bad - SEEK Career Advice

Displays real and
tangible examples of
achievements in the role

Consistent formatting

« Simplified.fiing. and.portfolio
management systems. which
cenfributed to.increased.crganisational,

L productivity,
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