
CLERICAL SKILLS 
CHECK ONLY SKILLS WHERE YOU HAVE WORK EXPERIENCE 
 
Qualifications & Skills: 
 
POSITION TITLE:_______________ 
 
PREFERRED JOB TYPE: Direct hire Part time Full time  LANGUAGE 
            
EDUCATION & CERTIFICATIONS:      

_________________ 

 
ADMINISTRATION  CALL CENTER    ACCOUNTING  CLERICAL    
 

     
MANAGEMENT

SOFTWARE BASIC/STAN 

                 _________________        ____________________ 
RECEPTIONIST      
 

_________________    ______________  ____________ 
    
JOB TYPES: 
 
Name your position title that most accurately describes your current experience and qualifications such as (i.e. Account Executive, 
Admin Assist or Human Resources etc). 

________________________________________    
       

      
Name the industry in which you have the most experience in (i.e. Manufacturing, Distribution or Business Services etc). 

________________________________________                      


