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<INSERT Candidate’s full name>
Skills

	Skill
	REQUIRED
	Years Used
	Last Used

	High school Diploma
	Required
	
	

	Prior experience in an administrative assistant position, at least 4 years
	Required
	4
	

	Previous experience in a position that demanded a high level of confidentiality
	Required
	
	

	Working knowledge of Microsoft Word, Outlook, PowerPoint and Excel
	Required
	
	

	Effective written and verbal communication skills
	Required
	
	

	Attention to detail and proofreading skills
	Required
	
	

	Organizational skills with the ability to prioritize tasks effectively and multitask
	Required
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Employment History
<List candidate’s relevant employment history>		


		1
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