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SUMMARY

Detail-oriented and proactive Administrative Assistant with over 5 years of experience in supporting executives and enhancing 

operational efficiency. Proven track record in managing schedules, organizing events, and implementing office procedures to 

streamline processes and improve productivity.

EXPERIENCE

Mid-Level Administrative Assistant Jan 2022 - Present

Global Tech Solutions, Seattle, WA

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

• Managed schedules for a team of 10, improving meeting coordination efficiency by 30%.

• Implemented a new filing system that improved document retrieval times by 50%.

Administrative Assistant May 2019 - Dec 2021

Creative Marketing Agency, Tacoma, WA

• Coordinated over 15 successful client events leading to a 25% increase in client satisfaction ratings.

• Assisted in the transition to new project management software, enhancing team collaboration by 40%.

• Developed training materials for new hires, reducing onboarding time by 15%.

Office Assistant Jun 2017 - Apr 2019

Local Non-Profit Organization, Bellevue, WA

• Managed donor database and improved data accuracy by 95% through rigorous data entry practices.

• Organized fundraisers that raised over $50,000 for community projects.

• Provided administrative support to the executive director, enhancing communication across departments.

EDUCATION

Bachelor of Science in Business Administration May 2018

University of Washington, Seattle, WA • GPA: 3.7

SKILLS

Technical Skills: Microsoft Office Suite, Google Workspace, Asana, Salesforce

Tools & Frameworks: Zoom, Slack, Trello


