
Step 1: Identify the Position 

Office Worker Position You're Applying For: 

 

Company Name: 

 

Industry: 

 

 

Step 2: Your Experience 

Select your level of experience. 

☐ Entry-Level 

☐ Less than 2 years 

☐ 2–5 years 

☐ More than 5 years 

Briefly describe your office or administrative experience. 

 

 

 

 

Step 3: Your Administrative Skills 

Check the skills that best describe your qualifications. 



☐ Office Administration 

☐ Administrative Support 

☐ Data Entry 

☐ Filing and Records Management 

☐ Calendar Management 

☐ Appointment Scheduling 

☐ Customer Service 

☐ Microsoft Word 

☐ Microsoft Excel 

☐ Microsoft Outlook 

☐ Microsoft PowerPoint 

☐ Google Workspace 

☐ Email Management 

☐ Telephone Etiquette 

☐ Report Preparation 

☐ Document Management 

☐ Office Equipment Operation 

☐ Inventory Management 

☐ Written Communication 

☐ Verbal Communication 

☐ Time Management 

☐ Organization 



☐ Attention to Detail 

☐ Problem-Solving 

☐ Teamwork 

Other skills: 

 

 

Step 4: Your Greatest Strengths 

What qualities make you an excellent Office Worker? 

☐ Organized 

☐ Dependable 

☐ Detail-Oriented 

☐ Professional 

☐ Adaptable 

☐ Self-Motivated 

☐ Customer-Focused 

☐ Fast Learner 

☐ Positive Attitude 

☐ Excellent Communicator 

Other strengths: 

 

 

 



Step 5: Education and Certifications 

Highest Education Completed: 

 

Relevant certifications (if any): 

☐ Microsoft Office Specialist (MOS) 

☐ Certified Administrative Professional (CAP) 

☐ Certified Professional Secretary (CPS) 

☐ Other: 

 

 

Step 6: Key Accomplishments 

List measurable accomplishments from previous jobs, internships, volunteer work, or school. 

Examples: 

 Improved filing accuracy by ______%. 

 Processed ______ records each week. 

 Reduced document retrieval time by ______%. 

 Supported ______ employees or departments. 

 Maintained ______% data accuracy. 

Your accomplishments: 

 

 

 

 



Step 7: Why Do You Want This Position? 

 

 

 

 

Step 8: What Value Will You Bring? 

Complete the sentence. 

"I will contribute to this organization by..." 

 

 

 

 

Step 9: Resume Objective Builder 

Use your answers above to complete the template. 

Template 

Organized and detail-oriented Office Worker with ________ years of experience in 

________________________________. Skilled in 

________________________________________, with proven ability to 

________________________________________. Seeking to join 

________________________________ as an Office Worker, where I can use my administrative, 

organizational, and customer service skills to support efficient office operations and contribute to 

the organization's success. 

 

Your Final Resume Objective 

Write your personalized objective below. 



 

 

 

 

 

Resume Objective Checklist 

Before adding your objective to your resume, make sure it: 

☐ Mentions the exact Office Worker position. 

☐ Highlights your strongest administrative skills. 

☐ Includes your experience level. 

☐ Demonstrates the value you can bring to the employer. 

☐ Includes relevant keywords from the job description. 

☐ Is tailored to the company. 

☐ Is concise (2–4 sentences). 

☐ Is free of spelling and grammar errors. 

☐ Sounds professional and confident. 

☐ Encourages the employer to continue reading your resume. 

 

Pro Tip 

Avoid using a generic objective that could apply to any job. Instead, customize your resume 

objective for every application by mentioning the employer's needs and emphasizing your 

administrative experience, office software proficiency, organizational abilities, and customer 

service skills. A tailored, ATS-friendly resume objective shows hiring managers that you 

understand the role and are prepared to make an immediate contribution to their team. 



 

 


