Assistant Office Manager Resume Template
Amanda Hansen
5637 Fortress hill
Jacksonville, Florida
Phone: (711) 852-8760
amandahaus@yahoo.com.
Objective:
Responsible individual seeking for the greatest opportunity to work as an Assistant Office Manager for a dynamic company
Summary of Qualifications:
· Excellent experience as an assistant office manager
· Outstanding management and personal support to the office Manager
· Expert in multiple projects and achieving on- time completion within budget
· Initiative and flexible, able to adapt in a fast-paced environment
· Ability to adapt changing priorities and maintain positive attitude and strong work ethic
· Ability to establish good rapport to clients and colleagues
· Ability to work under minimum supervision
· Adept in using various office machines.
Career Experience:
2006- To present: Office Assistant Manager: Berkley Ltd.; Florida
· Prepares and monitors daily, monthly and annual budget by collecting and organizing financial operating information
· Scheduling expenditures, analyzing discrepancies and utilize corrective actions
· Complete projects with satisfactory outcome
· Provide assistance and solve problems by interacting directly with clients
· Responsible for handling schedules and other related personal issues of clients
2002-2006: Office Assistant Manager: Shine Manufacturing Inc., Florida
· implemented testing tools and equipments
· responsible in handling all installation and repairs of assembly
· examine new production techniques
· Maintained employee record data base
2000-2002: Office Assistant: Unlimited; Florida
· Handled all clerical duties
· Prepared daily, monthly, quarterly, annual business reports
· Created all statement and managerial reports for the department manager
· Maintained good rapport to clients with diverse backgrounds
Education: 1997-1999: Degree in Business Management; University of Florida
Professional References would be furnished upon request

