Office Assistant is usually entry level job in many companies. Office Assistant’s job varies from company to company. Still their job mostly revolves around taking care of all functions required for smooth functioning of office. An Office Assistant is important for an organization because its his responsibility to take care of all functions that are noncore and are of administrative types so that non Administrative staff can perform their functions well. Few of Office Assistant responsibilities are operating Copiers, fax, computers, data entry, couriers, storing and providing important office files, research notes, answering calls and assisting Managers. It is expected that office assistant should be good in multi tasking and should be smart.

Office Assistant CV is for all the people who want to work as office assistant in large organizations.

Office Assistant CV Template
Paul Petronas

36, Bridgewood St

Sacramento,

California,

The United States of America

petronas.p@gmail.com

Mobile No: +1 974 43 35 41 7

Telephone Number: + 1 270 314 9739

Career Objective: I am looking for job as an Office Assistant in a company where I can get opportunity to grow professionally

Professional Experience:
2008 – 2009: Esal Medico Products, Utah
I have worked with Esal Medico Products as an office assistant for fifteen months. My work profile as an   office assistant included assisting accounts departments by taking care of their account books and ledgers. I was also responsible for handling crucial account documents and dispatch them to different offices.

2006 – 2007: RTR Food Products, California
I have worked with RTR Food Products as an office assistant and my job responsibility was to look after packaging of food products.

Qualifications:
2001 – 2003: Bachelor of Science in Office Administration, Georgia University

2004 – 2005: Masters of Arts in Office Administration, Delaware State University

Achievement:
Was selected for special training on Management by Esal Medico Products

Hobbies:
· Tennis

· Writing Poems

Reference:
I will provide references on request.

