A general manager has to run the administration and look after the efficient working of an office. He has to supervise employees, creating an effective working environment and also supervise the work and duties of the employees and the office status.

The general manager has to know about the working techniques of the office and create reports of the office progress and the working employees.

General Manager CV Example Template

Richard Clayton
Frost Road

Denmark – 8732

Phone: 675-32-656

Email: richard2@ycmail.com

Career Objective:
I am seeking a good position as a genreal manager to extend my services for the efficient management of an office. I possess good managerial and organizational skills and will prove efficient in my services. I also have good knowledge of the office policies and rules.

Professional Experience:
2006-Present: Realtek Ltd, General Manager
· Recruited new staff and supervised training camps for them.

· Supervised working schedules and efficiency of the employees.

· Prepared reports of the progress of the office and the various departments of the office.

· Observed daily activities of the office.

· Reported changes of the office to the head office.

2004-2006: Gill Office, General Manager
· Conducted meetings with superior clients of the office to evaluate their relationship and activities with the office.

· Supervised transactions and data files maintained by the clerks.

· Interacted with the various departments of the office to evaluate their working.

Educational Qualifications:
2002-2004: MBA, Commerce College.

1998-2002: Bachelors in Commerce, Commerce College.

Hobbies:

Reading

Driving

Traveling
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Education:
B.Com in Marketing, Commerce College.

M.com in Marketing, Commerce College.

Professional reference will be provided on request.

