[Your Name]
[Administrative Assistant or Administrative Coordinator] · [Setting, e.g. university, law office, engineering firm] · [Microsoft 365 or Google Workspace]
[City, State] · [email@example.com] · [(555) 555-0100] · [LinkedIn or portfolio URL]
SUMMARY
[Administrative assistant with N years supporting (team or department of N people) in (setting). Handle (calendars, travel, purchasing, records, events). One thing that works better because of you (e.g. a tracker that ended lost orders).]
SKILLS
Office software: [Microsoft 365 (Outlook, Excel, Word, Teams) or Google Workspace; Microsoft Office Specialist if certified; typing speed if the posting asks]
Scheduling and finance: [Calendly, Zoom, Concur or Expensify, a purchasing or ERP system, QuickBooks: the ones you use weekly]
Office tasks: [Calendar management, travel booking, expense reports, purchasing, records management, event logistics, front desk]
EXPERIENCE
[Administrative Assistant], [Organization], [Department]
[City, State] · [Mon YYYY] – [Present]
1. [Support (N people or a team) with (calendars, meetings, travel, expenses), handling about (N requests or bookings) a (week or month)]
1. [Process (N invoices, purchase requests, expense reports) a month in (system), with (accuracy, turnaround, budget result)]
1. [Plan (meetings or events) for (N attendees), covering (rooms, catering, travel, materials)]
1. [Set up or fixed (a tracker, filing system, template, checklist) that (saved time, ended errors, others adopted)]
[Previous title, e.g. Receptionist or Office Assistant], [Organization]
[City, State] · [Mon YYYY] – [Mon YYYY]
1. [Handled (phones, visitors, mail) for an office of (N people), about (N calls or visitors) a day]
1. [Maintained (records, databases, schedules) for (what), with (result: no double bookings, audits passed)]
1. [Took on (a task beyond the role: ordering, onboarding, reports) and (result)]
EDUCATION
[Associate or bachelor's degree, or high school diploma], [School], [YYYY]
[Office administration certificate or course, if completed], [Provider], [YYYY]
