Sample Chronological Resume

KIMBERLY LOOKING

23 Wherever Avenue
Anywhere, AL 33670

(334) 123.2344

klooking@aol.com
OBJECTIVE

Executive Administrative Assistant position in which experience, skills, and education may be utilized.
SUMMARY OF SKILLS

· Type 70 wpm

· Proficient in word processing and grammar

· Experience with various spreadsheet and database programs

· Thorough knowledge of all office equipment

· Excellent oral and verbal communications

EDUCATION

· Collegiate Technical College, Anywhere, AL
Business Office Technology Diploma; 2007
· ABC  Technical Training,  Cherryville, AL
Completed 20 hours of training in Customer Service, Telephone Techniques, and Word

EXPERIENCE

Clerical Assistant (Internship), Johnny Cody Inc; Anywhere, TX; Assisted with mailing correspondence, invoices, receptionist, filing, and telephone.  2007

Receptionist, ABC Technical Training; Cherryville, AL; Greeted clients.  Assisted with phones, correspondence, and filing.  2005-2006


Burger Maze; Dumpling, AL; Greeted customers and placed orders.  2004

REFERENCES


Available upon request
