Elizabeth Meade
900 S. Main St.

New Castle, IN  47362

Telephone (765)529-1234
CAREER OBJECTIVE


To work as an Administrative Assistant for a successful business.

EDUCATION


New Castle Chrysler High School Graduate



Core 40 Diploma


New Castle Area Career Programs



Interdisciplinary Cooperative Education

WORK EXPERIENCE
Job Title:

Secretary/Receptionist

Dates Employed:
August 2009 to present

Company:

The Office




123 S. Main St.




New Castle, IN  47362




(765)593-1234

Responsibilities:
Answer phones, Transfer calls, Greet customers, Key correspondence using Microsoft Word, Filing

SCHOOL ACTIVITIES

Member of Business Professionals of America for one year

Member of National Technical Honor Society

Member of Spanish Club

HONORS AND ACCOMPLISHMENTS


Business Professionals of America District Leadership Conference

First Place in Advanced Word Processing

Perfect Attendance for two years

REFERENCES  (If you are sending a list of references with your resume do not use this part.)

Available Upon Request  
