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PROFESSIONAL SUMMARY
Organized and proactive Administrative Assistant with [X] years of experience supporting office operations, executive teams, and cross-functional departments in fast-paced US business environments. Skilled in managing schedules, coordinating communications, maintaining accurate records, and ensuring smooth daily operations. Known for strong attention to detail, professionalism, and the ability to manage multiple priorities while consistently meeting deadlines.
[ Adjust the summary to reflect your specific industry — healthcare admin, legal admin, corporate admin etc. ]
CORE COMPETENCIES

	▸  Calendar & Schedule Management
	▸  Office Operations & Facilities Support

	▸  Document Preparation & Filing
	▸  Reception & Front Desk Management

	▸  Meeting Coordination & Minutes
	▸  Vendor & Supplier Communication

	▸  Data Entry & Records Management
	▸  Travel & Logistics Coordination

	▸  Expense Reporting & Budgeting
	▸  Confidentiality & Discretion


TECHNICAL SKILLS

Office Suites:  Microsoft 365 (Word, Excel, Outlook, PowerPoint), Google Workspace
Communication:  Zoom, Slack, Microsoft Teams, RingCentral
Office Management:  DocuSign, SharePoint, Dropbox, Smartsheet
Other Tools:  QuickBooks (basic), Concur, ADP (basic)
[ Remove tools you haven't used — even basic familiarity should be noted as 'basic' ]
PROFESSIONAL EXPERIENCE
[Company Name]   |   Administrative Assistant	City, State or Remote   |   Month Year – Present
1. Managed daily calendars and meeting schedules for a team of [X], coordinating [X]+ appointments weekly across multiple departments.
1. Drafted, proofread, and distributed internal communications, reports, and presentations used by senior leadership in [X] meetings monthly.
1. Maintained organized physical and digital filing systems across SharePoint and shared drives, improving document retrieval time by [X]%.
1. Processed expense reports and reimbursement requests for [X] team members, reconciling [X]+ transactions monthly with [X]% accuracy.
1. Coordinated office supply procurement and vendor relationships, negotiating terms that reduced supply costs by approximately [X]%.
1. Served as the primary point of contact for [X]+ daily inquiries from staff, clients, and external partners, routing requests efficiently.
1. [Add a specific achievement — an award, a process improvement you led, or a measurable result]

[Previous Company]   |   Office Assistant / Admin Support	City, State   |   Month Year – Month Year
1. Supported a team of [X] with scheduling, correspondence, and document organization across multiple ongoing projects simultaneously.
1. Greeted and assisted [X]+ office visitors daily, managing front desk operations and maintaining a professional first impression.
1. Prepared meeting agendas, took detailed minutes, and distributed action items to attendees following [X]+ meetings per month.
1. [Additional relevant responsibility or measurable contribution from this role]

[Earlier Role if Applicable]   |   Job Title	Location   |   Month Year – Month Year
1. Brief description of your administrative or office-related responsibilities.
1. Highlight any transferable skills — organization, communication, problem-solving, customer service.
[ Remove this block if not needed — never pad your resume with weak experience ]
EDUCATION
[College or University Name]	Year
[Degree — e.g. Associate of Applied Science in Business]   ·   [City, State]

[High School Name]	Year
High School Diploma   ·   [City, State]
CERTIFICATIONS & TRAINING
Microsoft Office Specialist (MOS)   —   Microsoft	2024
Administrative Professional Certificate   —   PACE / ASAP	2023
Google Workspace Certification   —   Google	2023
[Any additional certification]   —   [Issuing body]	Year
[ The Microsoft Office Specialist (MOS) certification is widely recognized and respected in admin roles ]
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