[Your Name]
[Executive Assistant] · [To the CEO, CFO or other title] · [Industry]
[City, State] · [email@example.com] · [(555) 555-0100] · [LinkedIn or portfolio URL]
SUMMARY
[Executive assistant with N years supporting (executive titles) at (company type and size). Manage (calendar, inbox, travel, board preparation). Known for (one strength, e.g. protecting focus time while keeping the board on schedule). Looking to support (the level in the posting).]
EXPERIENCE
[Executive Assistant to (title or titles)], [Company] · [Company size or division]
[City, State or Hybrid] · [Mon YYYY] – [Present]
1. [Manage calendars for (N executives) with (N) meetings a week across (N time zones), resolving conflicts before (deadline or daily review)]
1. [Arrange (N) domestic and international trips a (month or year), including (visas, ground transport, itineraries), within (travel policy)]
1. [Prepare (board, investor or leadership) meetings (N times a year): agendas, materials, minutes and follow-up tracking]
1. [Ran (offsite, office move or event) for (N people) with a ($X) budget, delivered (on time, under budget)]
1. [Screen (inbox volume or calls) and draft (correspondence type), returning (hours per week) to the executive]
[Administrative Assistant or Office Coordinator], [Company]
[City, State] · [Mon YYYY] – [Mon YYYY]
1. [Supported (N) managers or a team of (N) with scheduling, expenses and supplies]
1. [Processed (N) expense reports a month in (system), with (accuracy or turnaround)]
1. [Organized (N) events or meetings a year for (audience)]
SKILLS
Executive support: [Calendar management, travel planning, board preparation, expense reconciliation, minute taking]
Software: [Microsoft 365 or Google Workspace, Concur or Expensify, Zoom, DocuSign, a project tracker such as Asana]
EDUCATION
[Degree or diploma], [School], [YYYY]
CERTIFICATIONS AND TRAINING
[Certified Administrative Professional (CAP) or similar] · [Issuer] · [YYYY]
[Microsoft Office Specialist, notary commission or other relevant credential] · [YYYY]
