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SUMMARY

Detail-oriented and proactive Executive Assistant with over 6 years of experience supporting senior executives and enhancing 

operational efficiency. Proven track record of managing complex schedules, coordinating projects, and implementing process 

improvements to save time and resources.

EXPERIENCE

Executive Assistant Jan 2022 - Present

Tech Innovations Inc., Austin, TX

• Streamlined executive meeting processes, reducing preparation time by 30% and enhancing agenda effectiveness.

• Managed travel logistics for executives, saving the company over $15,000 annually through effective planning and negotia-
tion.

• Implemented a new digital filing system that improved document retrieval times by 40%.

Administrative Assistant Jun 2019 - Dec 2021

Global Solutions Corp., Austin, TX

• Provided high-level administrative support to the C-suite, ensuring seamless daily operations and communication.

• Coordinated company events and training sessions, increasing employee engagement by 25% through effective logistics 
management.

• Developed and maintained relationships with key stakeholders, enhancing communication and project collaboration.

Office Manager Jul 2017 - May 2019

Creative Agency LLC, Austin, TX

• Oversaw office operations and administrative functions, contributing to a 20% increase in overall productivity.

• Managed vendor contracts and supplier relationships, negotiating terms that saved the company 10% in operational costs.

• Trained and mentored junior staff, improving team efficiency and performance metrics.

EDUCATION

Bachelor of Science in Business Administration May 2018

University of Texas at Austin, Austin, TX • GPA: 3.7

SKILLS

Technical Skills: Calendar Management, Project Coordination, Document Management, Data Analysis

Tools & Frameworks: Microsoft Office Suite, Asana, Slack, Zoom


