Kimberly Tran
Administrative Assistant
Sacramento, CA · kimberly.tran@example.com · (916) 555-0178
SUMMARY
Administrative assistant with five years of experience supporting academic and engineering teams of up to 25 people. Manage calendars, travel, purchasing and events, and moved the department's purchasing to a shared tracker that ended lost orders. Known for being the person who knows where things are and who follows up before anyone asks.
SKILLS
Calendar management · Travel and expense · Purchasing and invoices · Event planning · Microsoft 365 (Outlook, Excel, Word) · Google Workspace · Records management · Data entry · Customer service · Typing 70 wpm
EXPERIENCE
Administrative Assistant, Capital Valley University, Department of Civil Engineering	Aug 2021 – Present
Sacramento, CA
1. Support a department of 18 faculty and 7 staff: calendars, meeting logistics, travel bookings and expense reports.
1. Process about 120 purchase requests and invoices a month; moved requests to a shared tracker that ended lost and duplicate orders.
1. Plan the department's seminar series and two annual events for up to 200 guests, including catering, rooms and speaker travel.
1. Maintain student and course records and prepare room schedules each term with no double bookings.
Office Assistant, Riverbend Engineering Group	May 2019 – Jul 2021
Roseville, CA
1. Answered phones and greeted visitors for a 40-person engineering office.
1. Organized the project archive into a searchable digital file system used by all engineers.
1. Ordered office and field supplies within budget and negotiated a lower rate with the main supplier.
EDUCATION
Associate of Arts in Business Administration	2019
American River Valley College, Sacramento, CA
CERTIFICATIONS
Microsoft Office Specialist: Excel Associate, Microsoft, 2022
