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	Resume – Christina Harrington
123 Bay Street
[bookmark: _GoBack]Barton ACT 2600
	

	Objective
	To secure a position that utilises my existing secretarial, office administration and personal assistant skills, and allows me to develop my leadership skills in order to progress my career into a management role.


	Skills
	Office 2013 suite of applications: Word, Excel, PowerPoint, Outlook and OneNote.
Customer service
Event management
Team leader
General office duties

	
	

	Education
	Barton High School
Graduated 2002 – Higher School Certificate
Junior School Captain – 1994
Senior School Captain – 1996

	
	

	Experience

	Blake Solicitors
Personal Assistant to the Office Manager
January 2005 – February 2007

Blake Solicitors
Secretary
January 2004 – December 2004

ABC Importing and Exporting
Office Administration
January 2003 – December 2003
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