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The Basics 
 

1. Check out the City of Portland’s online application process at www.portlandoregon.gov/Jobs. 

Become familiar with NeoGov, the online application system that the City uses. NOTE: The City 

now accepts only online applications (unless special accommodation is requested). 

2. Start early. Give yourself a competitive advantage by spending quality time on your resume 

and cover letter. Don’t try to create your resume, cover letter and application all on the closing 

day of the announcement. 

3. Read job announcements very carefully. Many people who may well be qualified for the 

position sometimes fails the initial application screening, simply because they did not follow the 

instructions. 

4. Questions about the application process? You may call the Human Resources Analyst listed 

on the job announcement. 

5. Consider applying for more than one position, even if it is just for practice. The more times 

you go through the application process, the more skillful you will become in applying and 

interviewing. 

6. In your cover letter and resume, you must address all of the qualifications listed in the job 

announcement. While it is true that tailoring your resume to each recruitment takes time, it will 

be well worth it! 

7. Keep track of the jobs you apply for. Maintain a record of all the positions you apply for so 

that when you are contacted for an interview, you will be able to quickly locate the details of the 

position they want to talk with you about. 

8. Practice interviewing. We know that you have heard this advice many times, and it is nothing 

new. However, we have seen that many applicants who seem to be very qualified don’t do well 

in their interviews. Some become too nervous, and some have not anticipated the types of 

questions that might be asked of them. Most people practice far too little. 

9. Know where you’re going. Always double-check the location before the day of your 

interview. Interview information will be sent to you via email. 
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About the Bureau of Development Services 
 

The staff of the Bureau of Development works with developers, builders, and homeowners to guide them 

through the development process. We help ensure that Portland is a great place to live and work. Working 

at the Bureau of Development Services is a terrific opportunity to serve your community and to work with 

some very bright and talented people. 

 

Cover Letters 
 

Your response to a job announcement shows how well you understand the position, the qualifications 

required, and the instructions for how to apply. Cover letters and resumes also “tell your story” and 

describe who you are, what you’ve been doing, and where you want to go in your career. They help the 

readers get to know you. Use your cover letter to: 

 

 Tell your “story”. Summarize who you are, what you’ve been doing, why you want the job, and 

why you are qualified. 

 Demonstrate that you understand the job and the qualifications. Be aware that each qualifier 

MUST be addressed on your cover letter in order to move forward in the interview process. 

 Express your accomplishments and your writing ability. 

 Demonstrate that you know something about the position and the bureau that you 

are applying for. Look for the organization’s mission, vision and goals; newsletters, 

descriptions of work groups; current projects; and more. 

 

*You will find a sample cover letter is included at the end of this document. 

 

 

Resumes 
 

Use your resume to: 

 
Backup your Cover Letter  

 

Describe your knowledge, skills, training/education, and experience that demonstrate specifically, how 

you meet the qualifications. 

 

Describe comparable experiences. For example, customer service in a restaurant can be comparable to 

customer service in an office or field position. 

 

Add a section (if applicable) for “Additional Related Experiences” or “Affiliations” where you list 

professional organizations, volunteer experience, etc. 

 

Mention your transferable skills, which are those abilities and experiences useful in a variety of jobs. 

They include communication skills (such as public speaking and writing effective correspondence), 

interpersonal skills (such as the ability to work easily with various personality types), problem solving 

skills, and research and analysis skills, among others. 

 

Keep in contact with your references. Call them when you think they might be contacted by an employer. 
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Types of Resumes 

Chronological 

 Chronological resumes direct the reader to your previous job titles, companies you worked for, 

and the length of time you remained at each position. 

 Chronological resumes list your employment history beginning with your most recent 

employment and then work backward in time.  

 

Skill-Based Functional 

 Skill-based function resumes stress skills that are transferable. 

 This type of resume is particularly useful if you are making a career change or have a short work 

history and want to highlight particular results. 

 You can emphasize your accomplishments and down-play the chronological history of your work 

experience. 

 

Combination 

 When applying for City of Portland jobs, it can be effective to use a combination of the skill-

based functional and the chronological resumes. 

 With a combination resume, you can list your positions chronologically, but describe your 

experience specifically in terms of the qualifications being requested in the job announcement. 

 

*You will find a sample chronological resume at the end of this document. 

 

Interviewing 
Prepare: 
Start preparing for the interview as soon as you decide to apply for a recruitment with the City of 

Portland. 

 

Practice getting to the location at least once before the date of the interview. You don’t want to be late to 

your interview. 

 

Dress appropriately. Your clothing should be clean and professional, and you should feel comfortable in 

it. 

 

Assume that the interviewers don’t know anything about you. Even if you have worked side by side 

with the people on the interview panel, you must answer the questions clearly and in detail, as if the 

panelists don’t know you personally. 

 

Prepare some questions to ask your interviewers. Typically, at the end of interviews, you will be asked, 

“Do you have any questions for us?” It will show that you are interested in the position and are well-

prepared if you have some questions prepared. 

 

Be aware and informed of the needs of your prospective employer and work group. 

 

Be prepared: be ready to explain why you want to leave your present job, and be prepared to answer 

questions about the position. 

 

Use specific examples to describe your knowledge, skills, and experience. Brief, focused stories can 

create a clear and memorable impression of your abilities. You could say something like, “This was the 

problem or situation, these were the issues or obstacles, and this is how I helped to make things better.” 
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Practice Makes Perfect 

 
Practicing your interviewing skills is essential. You can practice speaking out loud about things 

like: 

 

 Your job skills, education, and work experience 

 Specifics about your contributions to previous employers, work teams, or projects. 

 How you have saved previous employers time or money 

 How you built positive relationships with customers or co-workers  

 

What NOT to Say during an Interview: 

 

 “I don’t have any experience with that.” 

 “My former managers (or co-workers or customers) were jerks.” 

 “I’m not very good at working with people” 

 “What are the benefits like for this position?” 

 

The Important Closing Moments of an Interview 

 
After you’ve answered all of the questions, the interviewers will give you an opportunity to ask them 

questions. Be sure you have some questions prepared to ask your interviewers. You might also use the 

closing moments of the interview to offer a brief summary about why you think you’re a good choice for 

the job. Or you might use the time to refer to a current issue or “hot topic” that relates to the position you 

are applying for, which can help demonstrate your interest in the position. You could also tell the 

interviewers that you want the job, if you do. 

 

Interviewing Remotely 

 
Sometimes, if you are unable to attend an initial interview in person because of distance or time restraints, 

you will be given the opportunity to participate remotely via the Internet. You’ll receive easy-to-follow 

instructions by email on how to log in, and can participate by phone and video (if you have a webcam). 

 

 

 
 

It’s NEVER too soon to begin practicing 

your interviewing skills. What if 

tomorrow morning you were offered an 

interview? Would you be prepared? 
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Some Frequently Asked Interview Questions 

 
1. All of us have had to work with difficult customers. Tell us about some instances where 
you had to work with a difficult customer. Why was the person difficult? How did you deal 
with the situation? 
 
2. Are there any procedures you find helpful for keeping track of things so problems are 
prevented? What are they? Tell us about when you used this procedure. 
 
3. Briefly tell us about how your knowledge, skills experience relates to this position. 
 
4. Describe a recent work-related problem you had with a coworker and the action taken to 
solve it. 
 
5. Describe a situation where a project needed to be completed and members of the team 
did not get along. What action did you take to accomplish your goal? 
 
6. Tell us how you have worked with diverse customers, co-workers, and others. 
 
7. Give us an example of how you have organized and kept records to help facilitate your 
work. 
 
8. Give us an example of when you were a team leader (either informally or formally). 
 
9. Have you had to explain how a City process works to a member of the public? How did 
you do this? 
 
10. What do you know about the position and work group you are applying to work in? 
 
11. What skills or techniques do you apply in order to provide good customer service? How 
do you know if you are providing good customer service? 
 
12. Tell us about your organizational skills. How do you manage your workload and 
priorities? 
 
13. What are some of the easiest assignments you’ve had? What are some of the most 
difficult ones? Explain. 
 
14. What are your strengths? What are your weaknesses? 
 
15. What do you do if two or more supervisors ask you to complete different tasks? How do 
you handle those types of conflicting priorities? 
 
16. What is the most difficult assignment that you have completed? What is the most 
rewarding assignment? 
 
17. What other bureaus or work groups do you frequently have to deal with in your current 
job? How often and under what conditions? Give examples. 
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Self-Descriptive Words 
 

You can help the reader of your resume understand more clearly about your knowledge, skills, and 

abilities by adding some descriptive words to add clarity and precision. 

 
Accurate 

Active 

Actively 

Adaptable 

Adept 

Aggressive 

Alert 

Ambitious 

Analytical 

Approved 

Assertive 

Attentive 

Aware 

Broad‐minded 

Capable 

Challenging 

Committed 

Competent 

Competitive 

Confident 

Conscientious 

Consistent 

Constructive 

Contributed 

Cooperative 

Creative 

Dedicated 

Dependable 

Descriptive 

Determined 

Diligent 

Diplomatic 

Disciplined 

Discreet 

Diverse 

Dynamic 

Easily 

Effective 

Efficient 

Energetic 

Enterprising 

Enthusiastic 

Exceptional 

Experienced 

Expertise 

Extroverted 

Facilitator 

Fair 

Familiar 

Firm 

Focused 

Forceful 

Friendly 

Generated 

Helpful 

High‐Level 

Honest 

Imaginative 

Independent 

Industrious 

Ingenuity 

Initiative 

Innovative 

Insightful 

Instrumental 

Inventive 

Judgment 

Keen 

Leading 

Logical 

Loyal 

Mature 

Methodical 

Notable 

Objective 

Open Minded 

Optimistic 

Original 

Outgoing 

Patient 

Perceptive 

Personable 

Pioneering 

Pleasant 

Poised 

Popular 

Positive 

Practical 

Precise 

Productive 

Proficient 

Proven 

Prudent 

Punctual 

Quick 

Rational 

Realistic 

Receptive 

Reflective 

Reliable 

Relocate 

Resilient 

Resourceful 

Respected 

Respectful 

Responsible 

Responsive 

Self‐confident 

Self‐motivated 

Self‐reliant 

Sense‐of‐humor 

Sensible 

Sensitive 

Sharp 

Significantly 

Sincere 

Skilled 

Sophisticated 

Stable 

Strategy 

Strong 

Strongly 

Substantial 

Successful 

Supportive 

Systematic 

Tactful 

Talented 

Teachable 

Tenacious 

Thorough 

Tolerant 

Travel 

Trustworthy 

Unique 

Versatile 

Vigorous 

Well‐Organized 

Will 

Will Relocate 

Will Travel 

 

 

 

 

 

 

 

 

 



 

Page | 9  
 

Action Words 

   

Here are two whole pages of action words that can help you describe work that you have done. 
 

Abstracted 

Accelerated 

Accompanied 

Accounted For 

Achieved 

Acquired 

Acted 

Activated 

Adapted 

Addressed 

Administered 

Advanced 

Advertised 

Advised 

Advised 

Advocated 

Aided 

Allocated 

Analyzed 

Answered 

Anticipated 

Applied 

Appraised 

Approved 

Arbitrated 

Arranged 

Ascertained 

Aspired 

Assembled 

Assessed 

Assigned 

Assisted 

Assured 

Attained 

Audited 

Augmented 

Authored 

Automated 

Awarded 

Balanced 

Bolstered 

Briefed 

Brought 

Budgeted 

Built 

Calculated 

Cared 

Catalogued 

Chaired 

Chaired 

Charged 

Chartered 

Checked 

Clarified 

Classified 

Closed 

Coached 

Collaborated 

Collected 

Comforted 

Communicated 

Compared 

Compiled 

Completed 

Complied 

Composed 

Computed 

Conceived 

Conceptualized 

Conducted 

Conserved 

Consolidated 

Constructed 

Consulted 

Contacted 

Contained 

Contracted 

Contributed 

Controlled 

Converted 

Convinced 

Cooperated 

Copied 

Corrected 

Correlated 

Corresponded 

Counseled 

Created 

Created 

Critique 

Critiqued 

Cultivated 

Dealt 

Debated 

Decided 

Decreased 

Defined 

Delegated 

Delivered 

Demonstrated 

Dependable 

Designed 

Detected 

Determined 

Developed 

Devised 

Diagnosed 

Directed 

Disciplined 

Dispatched 

Displayed 

Disseminated 

Distributed 

Diversified 

Documented 

Drafted 

Drove 

Economical 

Edited 

Educated 

Effected 

Eliminated 

Empathized 

Employed 

Enacted 

Encouraged 

Enforced 

Engineered 

Enhanced 

Enlisted 

Ensured 

Established 

Estimated 

Evaluated 

Excelled 

Executed 

Exhibited 

Expanded 

Expedited 

Explained 

Explored 

Expressed 

Facilitated 

Familiarized 

Finalized 

Financed 

Fixed 

Focused 

Followed 

Forecasted 

Fostered 

Gained 

Gathered 

Gave 

Generated 

Governed 

Guided 

Handled 

Headed 

Helped 

Hired 

Identified 

Illustrated 

Imagined 

Implemented 

Improved 

Improvised 

Inaugurated 

Incorporated 

Increased 

Indicated 

Influenced 

Informed 

Initiated 

Innovated 

Inspected 

Inspired 

Installed 

Instituted 

Instructed 

Integrated 

Interpreted 

Interviewed 

Introduced 

Invented 

Inventoried 

Investigated 

Judged 

Justified 

Launched 

Learned 

Lectured 

Led 

Leveraged 

Licensed 

Lifted 

Listened 

Located 

Logged 

Made 

Maintained 

Managed 

Manipulated 

Manufactured 
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Mapped 

Marketed 

Mastered 

Mature 

Maximized 

Mediated 

Memorized 

Mentored 

Met 

Minimized 

Modeled 

Moderated 

Modified 

Monitored 

Motivated 

Mutual 

Narrated 

Negotiated 

Nominated 

Observed 

Obtained 

Offered 

Officiated 

Operated 

Optimistic 

Ordered 

Organized 

Originated 

Overcame 

Overhauled 

Oversaw 

Packaged 

Participated 

Perceived 

Perfected 

Performed 

Persuaded 

Piloted 

Pinpointed 

Pioneered 

Placed 

Planned 

Pleased 

Practiced 

Predicted 

Prepared 

Presented 

Presided 

Prioritized 

Processed 

Procured 

Produced 

Productive 

Programmed 

Projected 

Projected 

Promoted 

Proposed 

Protected 

Proved 

Provided 

Publicized 

Published 

Purchased 

Queried 

Questioned 

Raised 

Ran 

Ranked 

Rationalized 

Read 

Reasoned 

Received 

Recognized 

Recommended 

Reconciled 

Recorded 

Recruited 

Rectified 

Redefined 

Redesigned 

Reduced 

Referred 

Refined 

Rehabilitated 

Reinforced 

Related 

Relied 

Remodeled 

Removed 

Reorganized 

Repaired 

Repeated 

Reported 

Repositioned 

Represented 

Researched 

Reshaped 

Resolved 

Responded 

Responsible For 

Restored 

Restructured 

Retained 

Retrieved 

Revamped 

Reversed 

Reviewed 

Revised 

Revitalized 

Satisfied 

Saved 

Scanned 

Scheduled 

Screened 

Searched 

Secured 

Served 

Served As 

Set Goals 

Set‐Up 

Shaped 

Simplified 

Single‐handedly 

Sold 

Solicited 

Solidified 

Solved 

Sorted 

Specialized 

Specific 

Specified 

Spoke 

Sponsored 

Stability 

Stimulated 

Strategized 

Streamlined 

Strengthened 

Stressed 

Structured 

Studied 

Substantiated 

Succeeded 

Summarized 

Supervised 

Supported 

Surpassed 

Surveyed 

Sustained 

Synthesized 

Systematized 

Tabulated 

Tactful 

Talked 

Taught 

Trained 

Translated 

Turned Around 

Undertook 

Unified 

Updated 

Upgraded 

Utilized 

Validated 

Varied 

Verified 

Wrote 
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SAMPLE 

 

SALARY: $21.40 - $28.36 Hourly 
 

 

OPENING DATE: 09/05/16 

  

CLOSING DATE: 09/13/16 09:10 AM 

  

THE POSITION: 

This recruitment will close when we have received 175 complete applications or on 

the posted closing date of September 19, 2016, whichever comes first.  

 

The City of Portland is recruiting for professionals who are interested in a rewarding career as 

an Office Support Specialist III (OSS III). The City of Portland values diversity, excellence, and 

serving our community. The OSS III is a professional-level administrative support position that 

performs highly specialized administrative, program-specific support work. OSS IIIs work in a 

variety of programs and specialties. Generally, the work of OSS IIIs includes: 

 Contributing to the team or the department in a significant way, at a high-degree of 

accountability and responsibility, and with little direction. 

 Developing and implementing special administrative support projects, including 

designing work approaches and appropriate procedures as directed. 

 Performing project and timeline tracking. 

 Researching, interpreting, preparing and maintaining a variety of information and 

documents. 

 Developing and designing unit administrative policies and procedures. 

 Assisting or instructing customers and staff in complying with specific program policies 

and procedures. 

 Monitoring, tracking and verifying data, including contracts and payroll. 

 Some positions may provide lead direction and training to other office support staff. 

 Some positions are responsible for maintaining strict confidentiality, and as such are 
considered "non-represented". 

The current openings are in the Bureau of Transportation, Bureau of Human 

Resources, Bureau of Development Services, and Bureau of Planning and 

Sustainability; but other bureaus may use the list generated from this recruitment to 

fill future vacancies. 

 

Please note: External applicants start at the entry salary rate. 

  

To learn more about this recruitment, you are welcome to join us at one of the Optional 

Information Sessions listed below. 

  

 

 

CITY OF PORTLAND 

invites applications for the position of:  

 Office Support  

Specialist III 
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SAMPLE 

There are two tracks for this classification as described below, a Program Track and a 

Technology Track. 

  

Assignments to the Program track : Persons assigned to the Program Track generally: 

 Develop and implement special administrative support projects; 

 Design work approaches and procedures; 

 Perform project and timeline tracking; 

 Research, interpret, prepare and maintain a variety of information and documents; 

 Produce highly visible and confidential correspondence and reports; 

 Develop and design unit administrative policies and procedures; 

 Assist or instruct customers and staff in complying with specific program policies and 

procedures; and 
 Monitor, track and verify data, such as contracts and payroll. 

Assignments to the Technology track: Persons assigned to the Technology Track generally: 

 Design and maintain records management and database systems or manage existing 

database systems to enter and maintain information, produce a variety of complex 

reports, spreadsheets, charts and other statistical information; 

 Perform process improvements on existing database systems; 

 Explain and interpret program-specific systems, databases, codes, ordinances, statutes, 

regulations and related processes to the public and other agencies; 

 Additional responsibilities may include: tracking and compiling financial or program data 

that may include performing calculations and balancing financial reports; conducting 

basic program research; assisting in program administration; responding to citizen and 

governmental information requests or complaints; testing new technology and making 

recommendations for its application; and training and providing technical assistance to 
internal technology users. 

  

TO QUALIFY: 

The following minimum qualifications are required for all positions: 

1. Knowledge and experience reading and explaining rules, regulations, procedures, codes, 

contracts and other work-related policies and procedures. 

2. Knowledge and experience researching, composing and formatting routine and complex 

correspondence, documents and reports using a variety of software (such as Microsoft 

Word, Excel, PowerPoint, Visio and Adobe Pro). 

3. Knowledge and experience developing and maintaining accurate record keeping systems. 

4. Skill and experience in researching and writing policies and procedures. 

5. Knowledge and experience resolving conflicts and solving problems. 

6. Ability and experience organizing, setting priorities and exercising sound, independent 

judgment and meeting deadlines. 

 

The following additional two (2) qualifications are required if you are applying 

for the Program Track: 

  

7. Knowledge and experience applying basic principles and practices of research, report 

preparation and project management to prepare a variety of routine to complex 

documents and materials. 
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SAMPLE 

8. Knowledge and experience working with staff and the public to resolve sensitive 

situations and/or problems. 

 

The following additional two (2) qualifications are required if you are applying 

for the Technology Track: 

  

9. Knowledge of and experience in using database tracking tools and data manipulation to 

produce and/or prepare a variety of routine to complex documents, reports, charts, 

spreadsheets and other materials. 

10. Knowledge and experience maintaining electronic database systems including preparing 
and training technology users and providing technical assistance with technology issues. 

  

THE RECRUITMENT PROCESS: 

An evaluation of each applicant's training and experience, as demonstrated in their resume and 

cover letter, weighted 100%. Do not attach materials not requested. Only candidates who 

meet the minimum qualifications will be placed on the equally ranked eligible list. You have 14 

days from the notice of the examination results to let us know if you disagree with your results. 

Please read the City of Portland Administrative Rule 3.01 for complete information. Additional 

evaluation may be required prior to establishment of the eligible list and/or final 

selection. 

  

ADDITIONAL INFORMATION: 

Application Instructions 

You must indicate which track you are applying for as follows: 

 OSS III Program Track: You must submit a cover letter and professional 

resume online, specifically focused on Qualifications 1-6 AND 7 & 8 listed under 

the Program Track (above) of this announcement, in accordance with the 
Application Instructions listed below. 

 OSS III Technology Track: You must submit a cover letter and professional 

resume online, specifically focused on Qualifications 1-6 AND 9 & 10 listed 

under the Technology Track (above) of this announcement, in accordance with 
the Application Instructions listed below. 

 To Apply for Both Tracks: You must submit a cover letter and professional 

resume online, specifically focused on Qualifications 1-6 AND 7 through 10 

listed under both the Technology Track and the Program Track (above) of this 

announcement, in accordance with the Application Instructions listed below. 

Applicants must submit a cover letter and professional resume online, specifically 

focused on your qualifications for this position as identified in the "To Qualify" section 

of this announcement in accordance with the following Application Instructions:  

 

Your résumé and cover letter will be the basis for our evaluation of your qualifications for this 

position. Incomplete or inappropriate information may result in disqualification. 

 Your cover letter should include details describing your education, training and/or 

experience, and where obtained which clearly reflects your qualifications for each of the 

numbered items in the "To Qualify" section of this announcement. 
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SAMPLE 

 Your resume should support the details described in the cover letter. 

 If you are requesting Veteran's Preference, as identified below, please describe 

in your cover letter any transferrable skills obtained during your military 

service and how they relate to each of the required minimum qualifications 
under the "To Qualify" section above. 

Your résumé and cover letter should be no more than a total of five (5) pages combined. Do 

not attach materials not requested. 

 

All completed applications for this position must be submitted online. The recruitment will close 

once 175 completed applications have been received, but will close no later than 4:30 pm, on 

the closing date of this recruitment. E-mailed and/or faxed applications will not be 

accepted. Applications received after the 175 application limit is reached will not be 

included in this recruitment process. 

 

If you are requesting Veteran's Preference, attach a copy of your DD214 / DD215 and / or 

Veteran's Administration letter stating your disability to your profile, as well as checking the box 

identifying yourself as a Veteran. You must request Veteran's Preference AND include a copy of 

your documentation for each recruitment you apply for. 

 

Veteran's Preference documentation must be submitted no later than 4:30 PM of the 

closing date of this recruitment. 

 

Non-citizen applicants must be authorized to work in the United States at time of application. 

 

It is the policy of the City of Portland that no person shall be discriminated against based on 

race, religion, color, sex, marital status, family status, national origin, age, mental or physical 

disability, protected veteran status, sexual orientation, gender identity or source of income. The 

City values diversity and encourages everyone who is interested in employment with the City to 

apply. If you wish to identify yourself as an individual with a disability under the Americans with 

Disabilities Act of 1990 and will be requesting accommodation, the requests must be made to 

the Analyst(s) named below No Later Than the Closing Date of This Announcement. 

 

Questions? 

Regina Birch, Senior Human Resources Analyst 

Bureau of Human Resources 

regina.birch@portlandoregon.gov 

(503) 823-4034 

  

An Equal Opportunity / Affirmative Action Employer 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.portlandoregon.gov/bhr/article/423766
mailto:regina.birch@portlandoregon.gov
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SAMPLE SAMPLE 

 

Jane Doe 
123 Main St. Portland, OR 97216 | (503) 555-2424 | jane.doe@example.com 

12/29/2016 

Hiring Manager 

1900 SW 4th Ave  

Portland, OR 97201 

 

Dear Recipient Name: 

 

I am writing to respond to the Office Support Specialist III position at Bureau of Development Services. I am interested in the 

Program Track. I am interested in this positions because I pride myself in being a Customer Service and Office Support 

professional experienced with working in demanding, fast-paced environments requiring strong interpersonal, technical, and 

organizational skills. I’m resourceful and committed to customer service. You can count on my formidable customer service 

skills & I remain self-assured during customer & co-worker interactions of every variety. Please see the below list of skills, 

education, and experience which qualify me to serve as Office Support III with your team. The following provides you with my 

experience meeting the minimum and program track qualifications for this position: 

 

1. I gained Knowledge and experience reading and explaining rules, regulations, procedures, codes, contracts and 

other work-related policies and procedures while with ABC Insurance World. One requirement with this company 

prior to employment was to get licensed to sell all lines of insurance. In order to obtain this license, I had to learn 

the codes, statutes and regulation of insurance law for property, casualty, life and health licenses. Before I could 

take the exam I had to put in 40 hours of study time for property and casualty along with 40 hours of study time 

for life and health. When I issued policies I had to convey the material that I learned while studying for my 

insurance exam to the general public, that meant interpreting hard to understand verbiage into everyday terms. 

 

2. I have knowledge and experience researching, composing, and formatting routine and complex correspondence, 

documents and reports using a variety of software – some being industry specific. With ABC Insurance World, an 

insurance brokerage we utilized and internal program called ECMS (electronic customer management system) to 

do our job from start to finish. This was a database that housed all of our client’s confidential information. From 

this system I would create month end reports using excel (for its chart & table features) with my findings in ECMS. 

I was restricted from bringing over sensitive client information to Excel. I typically had to present my reports using 

Excel then reference ECMS to back it up during presentations. My reports would include detailed information 

about each insurance company that we used and month end sales reports. Some months would be easy if there 

were only sales made and some months were a little more work because of people leaving our agency – In this 

case I had to calculate charge backs, to our agent.  

 

3. I’m adept and capable when it comes to maintaining accurate record keeping systems. In my tenure with HIJ 

Engineering where I was an Administrative Specialist I monitored, tracked, and verified payroll for all employees 
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within the company. We used an internal database called time-tracker. With time-tracker all employees have the 

ability to input time themselves and it was my duty to verify that time matched with jobs performed and submit 

hours to our payroll company, Paychex. In addition to this, I have experience with record keeping from my 

employment with KLM law firm as well. While with KLM Law firm we used an industry specific software called Bill 

Quick (similar to QuickBooks but specific to attorneys). I was in charge of the day to day time and expense 

tracking, billing, and accounting entries for Bill Quick.  

 

4. I’m skilled and experienced in researching and writing policies and procedures. I enforced new policies and 

procedures – such as quotas on sales for each licensed employee and incentive supposing that goals were met 

above expectations. In order to make this effective I researched what kind of sales ABC Insurance had done on a 

monthly basis in the past years. I set the standard just a tad bit higher than previous months for the new policy to 

be attainable.  

 

5. When it comes to resolving conflicts and solving problems I do have knowledge and am experienced. I gained 

this experience while with HIJ Engineering. I would monitor payroll and If I noticed a discrepancy it was my duty 

to set up a one on one with the employee to decipher what was happening. Also I regulated customer satisfaction 

feedback, if there was a complaint that originated from work that our company performed it was me that handled 

the issue. I was sent to a training that taught useful problem-solving skills so I could handle complaints effectively 

and keep positive communication even with unsatisfied clients.  

 

6. I’m experienced and have the ability to organize, set priorities, and exercise sound, and independent judgements 

while meeting deadlines. In my run of employment with ABC Insurance World, I was hired on as temporary full – 

time under contract for one year – we seen increase in revenue within 6 months of my plan’s use. While with this 

company I was able to concoct a business plan that made the agency thrive. I organized and edited the original 

standard operating procedures to be a little more in-depth. I also executed and tracked results pertaining to my 

business plan while providing lead direction and training to support staff.  

 

7. I have knowledge and experience applying basic principles and practices of research, report preparation and 

project management to prepare a variety of routine and complex documents and materials. Formerly, I was a 

research associate with DEF research Laboratories. My primary responsibilities included small animal handling 

and general molecular biology procedures. I attended weekly meetings and presented the research that we were 

aiming to find or had found. I often times produced read-only queries with Microsoft Access for our potential 

sponsors in the event that they wanted material to look over after our briefings to help with decision making.  

 

8. I possess knowledge and experience working with staff and the public resolving sensitive situations and/or 

problems. In my position with KLM Law firm there was instances where I worked directly with tax attorneys and 

their clients. I would do phone pre-screenings and work with the attorney’s schedule to get client’s situations 

resolved.  

 

Thank you for your time, 

Jane Doe 
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Experience 

ABC Insurance World – 1020 SE Example ST., Portland, OR 97216 

2013-2016 

Project Manager 

Held the overall responsibility for successful initiation, planning, design, execution, monitoring and control of agency 

growth.  

 Created an extensive business plan to increase revenue for a large insurance brokerage that had not seen 

profits in 3 years. 

 Assisted with sales and issuance of insurance policies by dealing directly with the public at events and local 

chamber meetings. 

 Oversaw 4 staff member and helped them with insurance licensing so that they could go on to make sales in an 

effort to get the agency profitable again. 

 Tracked agency growth within excel and QuickBooks. 

 Monitored Employee Performance and gave assessment during reviews and one on one when necessary.  

 Provided feedback during office meetings with detailed reports in excel and or slideshows within PowerPoint. 

 

HIJ Engineering – 700 N Display DR., Hillsboro, OR 97123 

2010-2013 

Administrative Specialist  

Performed a wide-range of administrative and personal assistant duties.  

 Scheduled work for contractors, meetings with engineers and contractors, and office meetings etc.  

 Maintained file management both electronically and with paper files. 

 Operator to a multi-line phone system that received incoming sales calls from online website such as Angie’s 

List and made outgoing sales calls along with typical calls with billing inquiries, scheduling, comments and 

complaints. 

 Performed Accounts Payable and Accounts Receivable through QuickBooks. 

 Oversaw the customer satisfaction with getting the response to surveys from our website sent directly to my 

email. 

 

DEF Research Laboratories– 11000 Demo RD., Seattle, WA 98101 

Jane Doe  
1900 SW 4th Ave, Portland, OR 97201 

Jane.doe@example.com 

(503) 555-2424 

mailto:Jane.doe@example.com
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2009-2011 

Research Associate 

Shadowed clinical trials where drugs were tested for their effectiveness, risks and benefits to ensure that they were safe 

on the market. I supported efforts to develop atypical analysis for genetic liver disease and type 1 diabetes using stem 

cell and gene therapy approaches. 

 Presented research to potential sponsors showing why our research was important and the benefits it held. 

 Data manipulation (read-only queries)  

 Handled sensitive data such as personal information such as client’s names and home addresses. 

 Responded to Questions, concerns & complaints via email. 

 Set up space prior to clinical trials being performed. 

 Observed general molecular biology procedures. 

 

KLM Law Firm – 30 E. 905 Model LN., Seattle, WA 98102 

2007-2009 

Office Coordinator  

Responsible for general office and clerical duties. My customer service was a priority, and I was typically the first point of 

contact for visitors. 

 

 Performed payroll duties and verified time entered by employees was accurate. 

 Scheduled meetings and interviews with clients. 

 Meeting Preparation for client and attorney one on ones.  

 Customer intake via phone and assigned an attorney call back with client.  

 Accounts receivable and Payable through BillQuick. 

 Reconciled accounts prior to moving from the old accounting software, Freshbooks and brought all of the 

information over to new accounting software, BillQuick. 

 Created correspondence using Microsoft word & Excel 

 Worked with a diverse crowd and never assumed anything.  

 

Education 

University of Washington – 1410 NE Campus Parkway, Seattle 98195 

 

 Graduated in 2008 with a major in Biology and minor in Business. 

 

References 

Available upon request 
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