[Your Name]
[Personal Assistant] · [Private household, family office or executive] · [Base city and travel range]
[City, State] · [email@example.com] · [(555) 555-0100] · [LinkedIn or portfolio URL]
SUMMARY
[Personal assistant with N years supporting (type of principal: founder, family of four, executive) across (homes, offices or cities). Trusted with (scope: calendar, travel, staff, household budget of about $X a month). Looking for (live-in or live-out, full-time, travel share) in (city).]
EXPERIENCE
[Personal Assistant to (principal by type, e.g. a private family with two residences)]
[City, State] · [Mon YYYY] – [Present] · [Employed by the family, a family office or an agency]
1. [Ran (calendar, inbox and calls) for (principal), coordinating (N appointments or events) a (week or month) across (time zones or households)]
1. [Planned (N trips) a year, including (private aviation, international, multi-stop), with (one result: no missed connections, costs held under budget)]
1. [Managed (household spending, vendor accounts or staff of N), reconciling (amount) a month with (accountant or office manager)]
1. [Owned (one project: a move, a renovation, a wedding, a school search) from start to finish, delivered (on time, under budget)]
[Previous role, e.g. Executive Assistant or Household Coordinator], [Employer described by type]
[City, State] · [Mon YYYY] – [Mon YYYY]
1. [The responsibility in this job closest to private support, with a number]
1. [A system you set up that someone still uses: filing, gift tracking, vendor list]
1. [Promotion or added scope, with the date it happened]
SKILLS
Support: [Calendar management, travel planning, event coordination, vendor and staff scheduling, expense reconciliation]
Software: [Google Workspace or Microsoft 365, QuickBooks, travel booking tools, shared password manager]
Household: [Property maintenance scheduling, personal shopping, pet and child logistics, moving coordination]
CERTIFICATIONS AND AVAILABILITY
[Certification, e.g. Certified Administrative Professional or a notary commission] · [Issuer] · [YYYY]
[First aid and CPR] · [Issuer] · [Valid through YYYY]
[Availability: weekends, evenings, live-in or live-out, share of time traveling]
[Valid driver's license and clean record · Passport valid through YYYY]
EDUCATION
[Degree or coursework], [School], [YYYY]
