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SUMMARY

Detail-oriented and proactive Administrative Assistant with over 5 years of experience supporting executive teams in fast-paced 

environments. Proven track record of improving operational efficiency and enhancing communication within organizations.

EXPERIENCE

Senior Administrative Assistant Jan 2022 - Present

Tech Innovations Inc., San Francisco, CA

• Streamlined office operations, reducing supply costs by 20% annually.

• Coordinated a project management initiative that improved team productivity by 15%.

• Managed calendars and travel arrangements for 5 executives, saving an average of 10 hours per week.

Administrative Coordinator Jun 2019 - Dec 2021

Creative Solutions LLC, San Jose, CA

• Organized company events and meetings, resulting in a 30% increase in employee engagement.

• Implemented a new filing system that reduced document retrieval time by 40%.

• Provided exceptional customer service, receiving an award for the highest client satisfaction rating.

Administrative Assistant Aug 2016 - May 2019

Global Enterprises, Los Angeles, CA

• Developed a tracking system for incoming correspondence, improving response time by 25%.

• Assisted in budget management, helping to identify savings of $10,000 over the fiscal year.

• Trained new administrative staff, increasing onboarding efficiency.

EDUCATION

Bachelor of Science in Business Administration May 2018

University of California, Berkeley, Berkeley, CA • GPA: 3.7

SKILLS

Technical Skills: Microsoft Office Suite, Google Workspace, CRM Software, Data Entry

Tools & Frameworks: Asana, Slack, Trello


