
Jane Doe
Senior Executive Assistant

example@email.com 123-456-7890

New York, USA janedoe.com

linkedin.com/in/example janedoe.com

SUMMARY

Senior Executive Assistant with 10+ years of experience supporting C-suite

leaders across corporate and agency environments. Expert in calendar

management, travel coordination, and expense reporting, with advanced

command of Microsoft Office and Google Workspace. Trusted partner for

stakeholder relations, project management, and high-profile event

planning, cutting administrative costs by 20% and reclaiming 15 hours of

leadership time each week. Recognized for clear communication and

steady leadership that keeps leaders focused on strategic priorities.

EXPERIENCE

Senior Executive Assistant
DEF Agency

Served as the primary liaison between senior executives, clients, and internal
teams, driving operational excellence across a fast-paced agency.

2015 - 2020 Los Angeles, USA

• Directed end-to-end project management for a cross-functional digital
transformation, improving process efficiency by 40% and cutting operating
costs by 20%

• Trained and mentored 6 administrative staff, delivering onboarding programs
that earned a 90% satisfaction rate and a 12% productivity gain

• Established stakeholder relations with CEOs and industry partners, growing
strategic partnerships and collaborations by 50% over three years

• Automated expense reporting and reconciliation in Microsoft Office and
Google Workspace, saving the leadership team 8 hours each week

• Negotiated vendor and travel contracts, cutting annual corporate travel
spend by $85K while upgrading service levels

Executive Assistant
ABC Corporation

Provided high-level administrative support to senior executives, ensuring
seamless daily operations and informed decision-making.

2010 - 2015 New York, USA

• Managed executive calendars and coordinated complex domestic and
international travel for 3 senior leaders, protecting 15+ hours weekly

• Streamlined expense reporting workflows, processing 200+ reports each
quarter with 99% accuracy and cutting reimbursement turnaround from 10
days to 4

• Developed digital and physical filing systems that reduced document
retrieval time by 30% across the executive office

• Coordinated high-profile conferences and product launches for up to 300
attendees, lifting attendance 25% and event revenue 15%

• Built strong communication channels with department heads, resolving
scheduling conflicts and reducing double-bookings by 45%

PROJECTS

Digital Transformation
Project Lead

2018 - 2020

Led a digital transformation initiative that reduced administrative costs by 30%
and increased team productivity by 25% across the executive office.

Microsoft Office • Google Workspace • Asana

SKILLS

Calendar Management

Travel Coordination

Expense Reporting

Event Planning

Microsoft Office

Google Workspace

Stakeholder Relations

Project Management

Communication

Leadership

LANGUAGES

English

Spanish

EDUCATION

Bachelor of Science in
Business Administration
New York University

2005 - 2009

New York, USA

Business Administration

GPA: 3.5/4.0

CERTIFICATES

CAP Certification
2015

American Society of
Administrative Professionals

Certified Administrative Professional

Microsoft Office Specialist
(MOS)

2017 Microsoft

Expert certification in Word, Excel,
PowerPoint, and Outlook

STRENGTHS

Executive Partnership
Anticipates C-suite needs and
manages competing priorities so
leaders stay focused on strategy.

Discretion &
Communication
Handles confidential information and
briefs stakeholders with clarity
across every level of the
organization.

AWARDS

IAAP Award for Excellence
2018

International Association of
Administrative Professionals

Executive Assistant of the Year
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