
Paul Hendey  

5821 S Mayfield Ave, Chicago, IL 60652  

(123)-123-1234  

name@emailaddress.com 
 

 

Summary:  

 

A person with vast experience in market and data research, appointment-setting handling, business telemarketing 

campaigns; an excellent communicator; has very good listening and problem-solving skills; with call center 

experience; an effective team player; with flexible and amiable personality; organized and keen on detail; can multi-

task in a fast-paced environment  

 

Education:  

 

Associate Degree in Personnel Management, ABC University, TX, 1999  

 

Skills:  

 

- Computer literate 

- Good oral and written communication skills  

- Analytical and problem-solving skills  

- Knowledge of principles and practices of organization  

- Planning, records management and general administration skills  

- Ability to operate standard office equipment, including but not limited to, computers, telephone systems, typewriters, 

calculators, copiers and facsimile machines  

- Bookkeeping, organization, documentation and appointment-setting skills  

 

Professional Experience:  

 

General Office Administrator January 2007 – Present  

Mcdermont& Jacobson Law Office, Chicago IL  

 

- Evaluated processes and recommended procedural changes to improve operations.  

- Directed and coordinated with the support services department to align teams involved in project completion.  

- Monitored facilities and equipment to ensure that there is a safe working environment for employees.  

- Administered and controlled budgets for contracts.  

- Prepared all necessary documents and contracts for future and current reference.  

 

Company Office Administrator May 2004– January 2007  

Randall Systems Corporation, Chicago, IL  

 

- Maintained availability of office and departmental supplies.  

- Monitored office, supplies and equipment inventory and accountability.  

- Filed documents, contracts and forms for future reference and prepared encrypted soft copies in company 

database.  

- Prepared comprehensive reports and detailed but concise summaries of meetings and important conference 

transcripts.  

 

Personnel Administrative Assistant February 1999 – May 2004  

Bally, Melrose Park, IL  

 

- Coordinated all correspondences, mails and messages received from fax, phone and email to appropriate 



departments.  

- Marked office calendar to coordinate departmental meetings, company processes, and linkage activities.  

- Maintained confidentiality of information within the company.  

- Monitored and assisted maintenance of the organization’s website.  

- Interacted with clients, vendors and visitors.  

- Answered telephones and transferred calls to appropriate staff members and departments.  

 

 


