
Jane Doe
Administrative Assistant

jane.doe@example.com 123-456-7890

New York, NY www.janedoe.com

www.linkedin.com/in/janedoe www.janedoeportfolio.com

SUMMARY

Highly organized and detail-oriented administrative professional with 5+ years of
experience providing top-notch support to executive-level staff, managing
complex calendars, and coordinating large-scale events. Proven track record of
increasing productivity by 30% and reducing costs by 25% through process
improvements.

EXPERIENCE

Administrative Assistant

XYZ Corporation

Provide administrative support to senior management team, including calendar
management, travel arrangements, and correspondence. Manage and maintain
complex spreadsheets, databases, and documents.

Jan 2018 - Present New York, NY

• Coordinated travel arrangements for executive team, resulting in a 25%
reduction in travel expenses

• Developed and implemented a filing system, increasing document retrieval
efficiency by 40%

• Provided exceptional customer service, responding to 100+ phone calls and
emails daily

Office Manager

ABC Inc.

Managed daily office operations, including supervising staff, managing budgets,
and maintaining facilities. Implemented process improvements, resulting in a 30%
increase in productivity.

Jun 2015 - Dec 2017 Los Angeles, CA

• Supervised a team of 5 administrative staff, providing training and guidance to
ensure exceptional performance

• Managed a budget of $100,000, reducing expenses by 20% through cost-saving
initiatives

• Coordinated large-scale events, including conferences and seminars, with
attendance of up to 500 guests

PROJECTS

Office Renovation Project
Project Manager

Jan 2019 - Mar 2019

Managed a team to renovate the office space, resulting in a 50%
increase in employee satisfaction

Project Management Software • Budgeting Tools

Process Improvement Initiative
Process Improvement Specialist

Jun 2018 - Dec 2018

Developed and implemented process improvements, resulting in a 25%
reduction in administrative costs

Process Mapping Software • Data Analysis Tools

SKILLS

Microsoft Office

Google Suite

Time Management

Communication

Problem-Solving

LANGUAGES

English

Spanish

EDUCATION

Bachelor of Arts in Business
Administration

University of California, Los
Angeles

2010 - 2014 Los Angeles, CA

Business Administration • 3.5

CERTIFICATES

Certified Administrative
Professional (CAP)

2016

International Association of
Administrative Professionals

Demonstrated expertise in
administrative practices, including
office management, communications,
and technology

STRENGTHS

Attention to Detail
Proven ability to maintain high levels of
accuracy and attention to detail in
fast-paced environments

Leadership
Successful experience leading teams
and managing projects, with a strong
focus on motivation and development

AWARDS



Administrative Professional
of the Year

2019

International Association of
Administrative Professionals

Recognized for outstanding
contributions to the administrative
profession, including exceptional
leadership and dedication to
excellence


