Office Supervisors are doing different activities in the offices like monitoring, planning, scheduling and other works which are related to the office activities. The job role also includes the evaluation of the work of their subordinates. Good verbal and written communication skill is required for the post. There is a very good career scope in this field.

The Office Supervisor CV is useful for the all who want to apply for the job of the office supervisor in the various industries.

Office Supervisor CV Template
Edwin Stevenson

86, Queens Street

Carson City,

Nevada,

The United States of America

edwin@gmail.com

Mobile No: +1 987 24 35 76 2

Telephone Number: + 1 976 256 2675

Career Objective: 
I want to join a company where I can work in a professional environment and I can learn more professional skills.

Professional Experience:
2008 – 2009: UYH Company, Nevada
I have worked with UYH Company as an Office Supervisor and my responsibility was to look after the office maintenance and also take care about the needs of the office members.

2006 – 2007: STR Services, Nevada
I have worked as an Assistant Office Supervisor in the company and my responsibility was to look after the office maintenance issues.

Qualifications:
2001 – 2003: Associate Degree in Office Administration, University of California, California

2004 – 2005: Masters Degree in Office Administration, University of Michigan, Michigan

Achievement:
My work was appreciated by the company and I was awarded by the company for the best performance.

Hobbies:
· Golf

· Reading

Reference:
Upon request

