Full Name

Address | City, State ZIP | Phone Number | Email Address | Linkedin URL

Professional Summary

e Brief summary highlighting years of experience, key strengths, and core competencies tailored to administrative
roles.

Core Competencies

e Office Administration

e Calendar & Schedule Management
e Document Preparation

e Travel Arrangements

e Customer Service

e Data Entry & Management

e Meeting Coordination

e Records Management

Professional Experience

Job Title Month YYYY &€“ Month YYYY
Company Name, City, State

e Primary responsibilities and notable achievements
* Process improvements, leadership, project completion, or key metrics

Job Title Month YYYY &€“ Month YYYY
Company Name, City, State

e Primary responsibilities and notable achievements

Education

Degree or Certification Year
School Name, City, State

Technical Skills

¢ Microsoft Office Suite (Word, Excel, PowerPoint, Outlook)
Database Management

Office Equipment
Other specific tools or software

Certifications

e Certification Name &€ Year (if applicable)
e Certification Name &€" Year

Professional Affiliations

e Association Name (Membership Dates)
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