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SUMMARY

Detail-oriented Senior Administrative Assistant with over 8 years of experience supporting executive-level staff and enhancing 

office operations. Proven track record in project management, scheduling, and implementing efficient processes to save time and 

reduce costs.

EXPERIENCE

Senior Administrative Assistant Jan 2022 - Present

Tech Innovations Inc., San Francisco, CA

• Managed executive calendars and streamlined scheduling, resulting in a 30% decrease in scheduling conflicts.

• Implemented a new document management system that improved data retrieval times by 40%.

• Coordinated company-wide events with over 200 participants, staying within budget and achieving a 15% savings.

Administrative Assistant Jun 2018 - Dec 2021

Global Solutions LLC, San Francisco, CA

• Assisted in the organization of corporate meetings and conferences, enhancing attendee satisfaction scores by 25%.

• Processed expense reports and invoices, achieving a reduction in processing time from 5 days to 2 days.

• Maintained office supplies inventory, optimizing procurement processes to cut costs by 10% annually.

Office Coordinator Mar 2015 - May 2018

Creative Minds Agency, San Francisco, CA

• Developed and maintained filing systems, resulting in a 50% reduction in document retrieval time.

• Supported project teams with administrative tasks, contributing to a 20% improvement in project turnaround times.

• Facilitated onboarding processes for new hires, enhancing team integration and reducing training time by 20%.

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, Project Management Software, Data Analysis

Tools & Frameworks: Asana, Slack, DocuSign


