
Executive Assistant to CEO 

Elena Martinez 
(123) 456-7890 

elena.martinez@example.com 

LinkedIn: linkedin.com/in/elenamartinez 

Highly skilled Executive Assistant with extensive experience supporting CEOs in high-level 
executive environments. Adept at managing complex schedules, coordinating high-stakes 
meetings, and streamlining administrative processes. Demonstrates exceptional organizational 
skills, confidentiality, and proactive problem-solving. Eager to leverage executive support 
expertise to enhance the efficiency and productivity of the CEO at XYZ Corp. 

Education 
Bachelor of Arts in Business Administration 

University of California, Los Angeles, CA   

Graduated: May 2014 

Skills 
●​ Expert in Microsoft Office Suite (Word, Excel, Outlook, PowerPoint) 
●​ Strong organizational and planning skills 
●​ Excellent verbal and written communication 
●​ Confidentiality and data protection knowledge 
●​ Time management and prioritization 
●​ Proficient in CRM software (Salesforce, HubSpot) 

Certifications 
●​ Microsoft Office Specialist (MOS) 
●​ Google Workspace Certification 
●​ Certified Administrative Professional (CAP) 
●​ Project Management Professional (PMP) – Expected 2024 

http://linkedin.com/in/elenamartinez


Professional Experience 
Executive Assistant to the Chief Executive Officer (CEO) ABC Corporation, New York, NY 
June 2021 – Present 

●​ Managed the CEO’s complex schedule, ensuring optimal time management and 
alignment with strategic priorities. 

●​ Coordinated executive communications and facilitated interactions between the CEO 
and various departments, maintaining confidentiality. 

●​ Maintained tracking systems for executive expenses, improving budget oversight and 
accuracy by 15%. 

●​ Implemented streamlined administrative processes, reducing operational overhead by 
20%. 

Executive Assistant to the CEO Tech Innovations, San Francisco, CA July 2019 – May 2021 

●​ Efficiently managed the CEO’s calendar, prioritizing critical meetings and strategic 
initiatives. 

●​ Facilitated seamless communication between the CEO and stakeholders, ensuring 
confidentiality and accuracy. 

●​ Planned and executed executive-level events and conferences, boosting company 
visibility and engagement by 17%. 

●​ Handled complex travel arrangements and itineraries for the CEO. 
●​ Created detailed reports, presentations, and briefing materials to support the CEO’s 

decision-making process. 
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