CHRONOLOGICAL RESUME (SECRETARY)
	 
	Zekiye Sertas
Aydinevler. Bulut Sok. Apt. No:29/1
Bursa
0224 9789187 - 0542 9123456
E-Mail : zekiye@kariyer.net

	WORK HISTORY

	1996 - Present
	General Packaging & Logistics Company 
Bursa
Sales Group Secretaryb Handled word processing for the sales department which consist of 11 personnel
Organized over 350 sales files with accounting references
Handled the daily telephone traffic of the sales department

	1994-1996
	Aksan Mühendislik Ltd.
Istanbul
Secretary
Assisted with daily cash reconciliation and supervised petty cash
Arranged business programs and personal schedules

	EDUCATION
	Bilkent University
Ankara
Office Management (1994)

	PROFESSIONAL TRAINING
	Basic Secretarial Skills, Istanbul, 1996

	LANGUAGE SKILLS
	English -Higher Intermediate

	COMPUTER SKILLS
	Word

	MARITAL STATUS
	Married

	DATE OF BIRTH
	1973

	References are available upon request.


