
Emily Chen
EXECUTIVE ADMINISTRATIVE ASSISTANT

New York, NY 123-456-7890 emily.chen@example.com

SUMMARY

Highly skilled and experienced Executive Administrative Assistant with 8+ years of experience providing

exceptional support to senior-level executives, ensuring seamless day-to-day operations, and driving business

growth through proactive planning and execution.

SKILLS

Other Skills: Microsoft Office, Google Suite, Communication, Time Management, Organization

EXPERIENCE

Executive Administrative Assistant Jan 2018 - Present

XYZ Corporation New York, NY

Provide administrative support to the CEO, COO, and other senior executives, ensuring timely and effective communication,
scheduling, and travel arrangements.

• Managed calendar organization, ensuring 99.9% scheduling accuracy and 100% on-time meeting start rates

• Coordinated domestic and international travel arrangements, resulting in 25% reduction in travel costs through

negotiated discounts and optimized itineraries

• Developed and implemented a filing system, increasing document retrieval efficiency by 30% and reducing

storage costs by 20%

Administrative Assistant Jun 2015 - Dec 2017

ABC Company Los Angeles, CA

Provided administrative support to the management team, including executives, managers, and employees, ensuring smooth
day-to-day operations and effective communication.

• Processed and managed incoming and outgoing mail, emails, and phone calls, responding to 90% of inquiries

within 1 hour and achieving a 95% customer satisfaction rate

• Maintained and updated spreadsheets, databases, and other records, ensuring 99.5% data accuracy and 100%

compliance with company policies

EDUCATION

Bachelor's Degree Jun 2015

University of California, Los Angeles Los Angeles, CA

Business Administration GPA: 3.5/4.0

CERTIFICATES

Certified Administrative Professional (CAP) Jan 2020

American Society of Administrative Professionals

Certified Administrative Professional (CAP) credential, demonstrating expertise in administrative professionals

LANGUAGES

English

Native

Spanish

Fluent

HOBBIES

Reading
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