



Bruce Wayne
Gotham City, IL 67000| 000-000-0000 
definitelynotbatman@wayneenterprises.com 
CAREER PROFILE:
· 3+ years of experience in a business office setting
· Experienced public speaker

· Self-starter who functions well with little supervision
· Experienced in cash handling and credit/debit card processing

· Constant learner with honed investigative skills
Work Experience:
Business Office Assistant – Work Study
Southwestern College – Business Department, Winfield, KS– (2016-present)
· File I9’s in books & uploaded employee records on Paycom
· Make up new employee files for Employees & Adjuncts
· Pull terminations and keep archives up to date
· Contribute to a neat and orderly work environment as needed
Mailroom Clerk
Wayne Enterprises Inc., Gotham City, IL– (2014-2016)

· Received and sorted incoming mail for all employees
· Delivered packages and mail to appropriate persons throughout the building
· Ensured proper dating and labeling practices were followed

· Answered calls to the mail department and routed them appropriately
Janitor/Student
League of Assassins Martial Arts Gym, Gotham City, IL– (2012-2016)

· Attended classes as registered and was a peer mentor for new students
· Performed opening and closing duties as needed
· Cleaned facilities with a high degree of attention to detail and quality
· Communicated to leaders and peers clearly and accurately
Education:
BA Business Administration – Emphasis in Financing, Southwestern College, Winfield, KS 

Diploma, Gotham City High School, Gotham, IL

