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CONTACT DETAILS
Robert Smit _
H‘S? Marshville Road,
Deputy General Manager (123)-456.7899
infogquikresunme, com
W W g Wl s umie co m
PERSONAL STATEMENT
Highly skdlled Deputy General Manager, frespons Bl for Prowdding aeeral SKILLS
leadership and direction for trandmission, generation, market operations, Financial Skills,
cistribution, district mumghw energy, IT, strategic planning, and Accounting Sikils,
e Eng technol ogy functons. Collabor ating SKils.
WORK EXPERIENCE
Deputy General Manager CANGUAGES
ABC Corporation - January 1997 - July 2000 English iNativa)
Lo French (Professional)
Re sponsibilties: Spanish {Profes sionall
» Rasponsible for Company Phampol and dally operation
¢ Diewéloped projects Transfer technology and training local employess in |
the ared of polymer mixing, produd design, product applications, mold INTERESTS
design, and manulacturing process Climbing
 Deviloped mansgement systéms and manajemeant team by Selécting Smﬂm
and tralning kocal empoyees. Cooking
« Superyised engineering department. test lab, and new product Readng

qpualific ation for sutoreative OEMs,

= Started from paroer Searching, negotiation, maching afina agmement,
establishing the pint venture to finally managing the cormgarm

= Built thi compay from making business plans, makdng a layout plan,

hiring poople o finally establis hing the comp ary. RS T
e Managed tha fi nanos and acoounting of the €ormg sy,

Deputy General Manager
Dwita Corporatian - 1994 - 1997
Re sponsbiftes

= Administersd & flight service depatment of 600 employees,

» Ligised with othér dép atments domestic and loragn Stalions 1o éndime
smgoth disy to dey cparations Enswred the davelopmant and
malntenance of.

& Leading Spanish Publisher present in 25 countries, dedicated to the
Pubdishing business.

s Mowadyys one of the 3 most important enterprises in the world s the
editing sub-sector that distributes s produeds on & massive scale.

o Deputy General Manager Managernent of Dol Prado |apan, business in
Asia (Japan, Talwar, and Hong Kong),

e Controdling all thie aseas of the company Toom Advedtising, Marketing,
Sales, Adrainistration, Finance &amp; &Ccounting, Logistics, and
el StribL o,

» Managing all the compary busingss on behall of the Ganaral Manager
and base on the authority | have for signing contracs betwoon the
Company
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Rﬂ ert lt L737 Marshwille Road,
Utility Billing Clerk (123)-456-7890
- mmﬂl-m
W v g wi KB sSume Lom
PERSONAL STATEMENT
Seaking & Ltiiny Billing Clerk posikion with an outstandng carser SKILLS
opportunity that will offer & rewarding work environment along with & Time and Imventory
winning tearmn that will fully utlize management skills, Fmanagement. detall
or lentation, Sakes,
WORK EXPERIENCE Customer service, and
Lrtiticy Billing Clerk l
ABC Corparation - Juna 2007 - 2007
Re sponsibeibies: LANGUAGES
» Prowided financial record:keeping fundions Gamp; perforres skilled kvl English (Native)
weork in BRling. rowting, calculating, posting in order bo obtaln finandal Fremch (Professionad)
data for use in maintaining accounting records &amg, customer service Spanish (Profes sional)
= Used office machines, fax, copler, Computer
= Contributed to team efort by accomplishing rdated msuts as needed
= Verified emtored data by rindewing correcting, deleting, o reemening INTERESTS
data. Climbing
» Porformod Ml maintonance of all Ltility biling Nnandal documents and Snowboarding
risgard reent|on m
*» Raicarchad gathered, and poited informalion and writes monthly
reports for management milsted 1o sdcounting inforrmstion.
s Dpened new accounts and termination of ACcounts e -

Utitity Billing Clerk
Dalta Corporation - 2003 - 2007

R sponsibiities:

 Opened dcoounts Sent the gas, eectric, and water departments out to
chack issues Issued bilis and took in money on accts Set up for new
housing with.

» Review incoming scrolls or el ctrorde information to prepare Billing for
utiity custermners Process information into the BIling System, review
blils

» Litiity billing for B30 accounts &amp; handled collections Eamp: al
Blkng redated (25 ues Holped residants solve thelr WIing quastiong
Samfp; problems

» Enlér cath recoipls for appracdmately 800 bills par month &amp;
balanced cash drswears,

* Rasponsible for malntaning blling systems, collecting payments,
aEtomear sérvica, bad debt collections, and updating Biling software
databasa,

* Clerical duties that inCluded answering phones, filing making copies,
record keeping schedule payments, eic

= Interacted with clients on a daily basis to assist them with complaints,
Concems, questions, etc
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Robert Smith CONTACT DETAILS

L T3Y Marcheille Poad,
Alabama

Financial Secretary I {123)-456-7890
: i oErgwik resUmE. 00

W wL g wi R e sume Lo m
PERSOMNAL STATEMENT
Recporsible for fimancial adivity of the school including site-based budget, SKILLS
student adtivity accounting and bank recond illaticnd, enduring consistent Case Management,
aocuraty (n &l inandal ransact | ons. Financlal Management,
Exced, Word,
WORK EXPERIENCE Administrative Assistant,
Qifice Applications, Team
Financial Secretary | Bullding, Budgeting
ABC Corparation - January 2011 - Nevembar 2014 Customer Service, Data
Re sponsbeibes: Entry, Imnventary
« Performed general Adreindstrative Assistant duties including typing Managermant,
financial reports, memos, soreening phone calls, responding to emais, Powerpoint, Research.

and directing all WSitors To ther propes destinatl on.
= Used guidelines of Board policies and administrative regulations on

LANGUAGES
Araricl sl Fmanag e et

« Budgeted and audited 12 Student Activty Furndr aising Accounts. En#:;h l‘.;!:::jl ]
» Budgeted and balanced Titke 1 Government Funds with SAP Financial French | ondl
Sy ' hote o s b Spanish (Professional)

= LEiized WenGage Accounting systems for all Expenditure and Ry enuse

Pk INTERESTS
= Drdered Schodd supplies and created purchase crders through SAP

Fnancil sy e e
= Waorked with Travel Agencie s to schedule Right and hotel arrangerments Cook
for Principals and Teachars Readng
Financial Secretary
Memphis City Schools/Shelby County Schoals - 2008 - 2011 REFERENCES
R tpon o biitie s Reference - 1 (Company
= Prindpal Duties and Responsibiitse s Provides clerical support for the Mame
day-to-day operations of the school induding proparing comes pond ence Reforendie - 2 (Compary
as directed e

= Responsible fof the acourabe and timely A nancial accounting activty of
thr sehodd Including ampl oy ees payroll, receipt of rmonies, regulSitions,
and other inancial bookkeoping.

» Answers phongs and emalls regarding questiong and |nform ation rel st ed
Do U Selva ol responds 1o guiestions and i53ues and/or scroens calls fod
adminiSirators esponse.

» Schedules appointments Tor administrabors and prepares for maetings
a6 réquested,

= Ensurés documentaticons filed and papenvork processed in a timealy
FIanner,

= Creates databases and prepades various réports Budgetary
Responsibiities Responsible for payroll and budgetary record keepdng
Mairtains schools budget for the school year and makes
recormmmendations for new budget,

= Prepares requisitions, payment requests. mimbursement for assigned |
schood..
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ROBERT SMITH
University Professor

E-mall: |sfo@guikesemecom Pl (0123456780

SUNAMARY

To eibtain a Lniversty Profousas position thal allows me fo inaspodale iy menagena knowledge and
experiences, my fimacial and bosiness Loowisdge md expenences and my expeniences & 2 post-secondary
vkt

shiLls

Tax [':lll.rﬂum. L T CRIEiL VHA, I‘s.|'|'.'|.|'qlull.
Wik EXPERTIEACE

University Proficssor
ABC Corpomtion - 1985 - 1955

*  [Inchsded Facalnating courses on & wide range of leadarship roles is the kndging imdaary, o well as
leadership mwles in rostasrants, hotels, catoring companses, comtract Foodseryioe, negrition assd
colimary arix.

5 Tuwsghi cousies kn several sobpeds = noeded

& Shared strong Connections withia the Ladging communsty .

¢ Shared enthasiaum abom the indpsary with soedents and belping stodents kearn the techaigues of amd
finding meaningful employ ment in the hespitality indostry.

= Worked & pari of 8 dedicased feam of sducsiors snd sdminesdrators jo poovide the hest hospitalsty
ardd oulimary sdocation svailable.

s Understood and experienced with different instructional pedegoges

L] hrrrm.n.l |¢=.J|||1g gradmpe sudests in an online environ ment

Unive ity Profesor
I.lﬂu:‘qq'nlulmn- 1982 — 1084

*  Adenct Professor of Aviaton; srolefexocuted sy llshus, sdminissered FAA smiten sxams.,

& Skalls Used CFL CFI, Grossd Instred or

®  Tamghi Bemenix of Health and Wellnes, and Nointion ai the level of Professor Created an octive
leaning environment Bridged in class learming

v Teaching orgeniratonl] commumcation, sdminis mison rganivs ionad management, organiorational
hehovior, lesberchip, povchology for engineers and |

= Aubvise on reseanch projects regarding sdministestion, orgenizations] comenmication, leadarshin,
|l5.|l'|li.l1u.l'|.l coEpCiEnoes ql‘l.[lll'pqﬂ.u.'uun.ll

= Conduct in organizational coammenication amd stmisgic manigemen

= Penadk cimoulbing seraors of il in, leaderdip and E RSB o M e o s Ve s
poversement indestries soch as Ime and Sacel

© Thas Frer Hosume 1 emsaby v the cupy e ol Ow s com . L sagr Uil

,gnizinagro ,gninnalp sa hcus snoitcnuf laireganam dna selpicnirp 41 loyaF irneH eht gnisu krowemarf lanoitcnuf a sesu t11943A*AA¢ htrow[ tnemeganaM ssenisuB fo selpicnirP.scimonoce ssenisub fo seiroeht dna sloot lacitylana ,stpecnoc cisab eht ecudortni ot si tcejbus siht fo mia niam ehT .stekram tcudorp dna latipac ,ruobal htiw pihsnoitaler mrif
dna erutcurts lanoitazinagro eht ot detaler srotcaf eht dna sesirpretne ssenisub eht ezylana ot seiroeht cimonoce dna sdohtem evitatitnauq eht seilppa hcihw scimonoce deilppa ni dleif a si scimonocE ssenisuB]943A'AA¢ htrow[ scimonocE ssenisuBA A.metsys gnitnuocca laicnanif eht fo slatnemadnuf eht fo gnidnatsrednu lautpecnoc eht poleved ot si
seton siht fo mia niam ehT .no seog tnuoc eht dna noitaicerped ,teehs ecnalab ,ssol dna tiforp ,tnuocca gnidart ,eunever ,erutidnepxe ,ecnalab lairt ,regdel ,Lanruoj ,snoitauqe gnitnuocca era tcejbus siht nrael lliw uoret gnitnuocca cisab eht Fo emos a a,.stnemetatatattattats laicmoc hguorht ynnapmoc fo snoitcasnart ssenisub eht gnitroper dna
gnizylana ,gnizirammus ,gnidrocer fo ssecorp eht si tI .deriuger yllaer si gnitnuocca ,sdnuf esoht eganam ot dna sessenisub fo sepyt lla rof rotcaf yek eht si ecnan1F]943A1AA¢ htrow| gnltnuoccA laicnaniFsetoN retsemeS tsl MOCB ni scejbus-teg stcejbus tahw donk sa€a€a¢te1 yltsrlf seton eht gnitteg Erofeba la Fo Suballys Eht Rep in Denglsed Era
snoitseuq tnatropmi dna srepap noitseuq raey suoiverp eht teg osla lliw uoy,seton tcerus hcae nI .00714 si seton fo e01rp lautca eht esuaceb tnu0031d %05 a ydaerla B ruo ni teg lliw uoy stcejbus xis eht tuoba siht,o Il ,s,s,58,58,5, S5, s S,S,8,85,5,8,58,85,5,5,5,5,5,5,5,5,5,5,5,8,5,8, S, s S,S,5,5,5,5,5,5,5,8,8,8,5, 5, s CeSt sti :51 51 sisisisisisisisi
si si si si si sisisisigisisisiS.ssenisub yreve rof deen sayadot era sretupmoC]9431a htrow[ slatnemadnuF retupmoC.tnemeganam fo snoitcnuf dna selpicnirp ,stpecnoc fo gnidnatsrednu etelpmoc a uoy evig ot si moc rednerpa aAcov es ,oralC -snA ?saton saus salep saton siam orepsE edoP -Q .liam-e rop ertsemes o1 MOCB od sotnussa so sodot ed
saton sa jArebecer 2Acov ,otnemagap o rezaf ed siopeD -snA ?saton sa retbo uov omoC -Q .fdp ertsemes o1 MOCB od saton sa rarpmoc ed setna marezif soirjAusu so euq satsopser e setneugerf siam satnugrep samugla ofAtse iugA)QAF( setneuqerf satnugreP .ocip3At o rohlem rednetne a ol-jAduja arap socifjArg e samargaid ,solpmexe somanoicida
,serodatupmoC ed sotnemadnuF ,lairaserpmE o£A§AacmumoC ofAtseG ed sepA§AadnuF omoc socir®Aet sotnussa me omseM .lairaserpmE aimonocE e ariecnaniF edadilibatnoC ,lairaserpmE acitjAmetaM omoc socitjArp sotnussa so sodot me sacitjArp sepAtseuq e ofA§Aartsuli somanoicidA .airoet ed saton ed sadamahc 0o£As ofAn satoN ertsemes ol
MOCB ossoNairoeT e sacitjArP satnugreP .0ofAtseg ed setnadutse so sodot arap edadinutropo ednarg amu ©A ,ofAtnE .laudividni otnussa o rarpmoc edop m©Abmat 2Acov ,sotelpmoc sotnussa ed etocap o rarpmoc assop ofAn 2Acov euq omseM .ronem otium o§Aerp mu a MOCB od ertsemes oriemirp od sotnussa so sodot odnecerefo somatse iuqa saM
.of£A§Aacude ed setis sod arac arutanissa a rarpmoc onula adac arap liciAf ©A of£An euq somednetnE edadinutropo ednarG .saton sasson moc rednerpa e rednetne etnemlicaf edop 2Acov ,0£An uo s2Algni me etneiciforp ©A 2Acov es ,0f£AtnE .rednetne edop mu reuqglauq euq s2Algni ed licjAf otium megaugnil amu me sodatejorp ofAs setoN retsemeS
ts1 MOCB ruOegaugnal hsilgnE ysaE .ragul reuglauq me e aroh reuqglauq a rednerpa edop aAcov lauq od ritrap a MOCB fdp saton sasson sa sadot a oicAlativ osseca o met 2Acov ,s3An eD adiv ed opmet oa ossecA ?rotuT dalG ed setoN ertsemeS ts1 MOC.B rarpmoc euq roP .otium ednerpa 2Acov sam ,xurc o sanepa o£As setsE ...atoN
moc.liamg@rotutdalglaicifo me liam-e mu rarapsid uo 7919563508 me son-ragil atsaB .s>An ed otnussa ed etocap 6 ues ezilanosrep ofAtne ,atsil asson me odnatlaf otnussa mugla uortnocne 2Acov eS .uecerapased etnemlaer ,uecerapased Notes, you will have to read any other notes. In addition, you will be completely aware of the entire management
From management foundations, business mathematics, accounting foundations, sociology, computers to business economy. reimburse your money. What you need to do is just send me an email to officergladtutor@gmail. with which you didn't like the notes and I will refund your money. Looking for Notes from the 1st semester of the BBA? So you
came to the right destination. Get the complete grades of all BBA 1st semester disciplines in the Tutor Glad PDF form. I am here to help you stand out all management skills through my management notes, PPTs, e-books, case studies, videos and all other possible ways. Our notes are designed according to the study plan of popular colleges and
universities for business management. The notes you will see here are also updated from time to time. Before receiving the BBA 1st semester notes, first informs you which subjects you will receive. BBA students. It uses a functional structure using managerial functions such as planning, organization, personnel, direction and control. The main
objective of this subject is to facilitate the understanding of the concepts, principles and functions of management. Business mathematics [in the value of "349] Smart managers are good at calculations, which helps them to register and manage business operations. It is a very important subject for all management students who wish to become a smart
manager. If you understand this subject well, you will not only receive good grades, but also keep your foundations strong in all commercial operations- marketing, accounting, inventory, management, sales forecast, financialand more. The main goal of this subject is to familiarize students with a broad knowledge of mathematics focusing on business
applications. It's really important. The three main elements of accounting are assets, liabilities and capital. Some of the basic accounting terms you learn in this subject are accounting equations, daily, reason, balance, expense, revenue, trading account, profit and loss, balance, depreciation and counting continue. The main objective of this subject is
to develop the conceptual understanding of the fundamentals of the financial accounting system. Sociology is the object of human societies. It is a discipline necessary to map and explain the constitution of society. The main objective of this subject is to familiarize students with the basic concepts and theories of sociology. The fundamentals of
computers [in the value of technology "349] are the need for all business of all business. Therefore, we as a management student should have a good understanding of all basic computer applications to make our work easier and simple. The main goal of this subject is to make students understand about the basics of computers and their applications.
business policy. The main objective of this subject is to introduce the basic concepts, analytical tools and theories of the business economy. Each individual note cost 349, which is already a 50% discount because the actual price of each note is 700. So if you buyeht teg Ilw woH -Q.seton fdp retsemes ts1 ABB eht gniyub erofeb deksa sresu hcihw
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