大学生个人英文简历范文
SandyLin15/F,TOWER2,BRIGHTCHINA,BUILDING1,BEIJING.
SKILLS:
Typing65+wpm.
Strongknowledgeofgeneralaccountingprocedures.
Abilitytoworkunderpressureinafast-pacedenvironmentandmanagemultipletasks.
Abilitytoworkindependentlywithgoodorganizationalandcommunicationskills.
Experienceworkingforalargecorporation.
Professionalappearanceandattitude.
EXPERIENCE:
1989-PresentCARTERTRUST
OfficeClerk
Transcribestatementsforminsureds,typeletterstoattorneys,insureds,andotherinsurancecompanies.Managetimelypaymentofworkerscompensationchecksandthetimelyfilingofworkerscompensationforms;typeconfidentialmaterialsuchasemployeeappraisalsfortheClaimsManager.ExtensiveworkloadonIBM3090processinginsuranceclaims,payments,andrecoverychecks.Printcheckstoinsuredsandvendors.Answertelephoneinquiriesfrominsureds,claimants,andagents.
1985-1989FEDERALunionINSURANCECO.
ClericalSupervisor
Supervisedtheclericalstaffconsistingofthreeclericalemployees.ActedinthecapacityofAdministrativetotheClaimsManager,typedletterstoattorneys,insureds,etc.,andhandledspecialprojectsandreportsfromtheBostonoffice.
1981-1985MAPLEROOTHIGHSCHOOL
PayrollClerk
Handledamonthlypayrollfor500hourlyemployees.Preparedquarterlyfederalwithholdingtaxreturnsandlaborstatisticsreport.
EDUCATION:
H.S.Diploma
CertificateinWordPerfect5.1
CertificateinLotus1-2-3
COMPUTERS:
WordPerfect
5.1,Lotus1-2-3,E-Mail,IBMSystem
REFERENCES:
Furnisheduponrequest.
Skillssectionfocusesemployersattentiononcandidatesrelevantqualifications.
Workexperienceisemphasized,whilelimitededucationisde-emphasized.
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