Administrative assistant resume

[YOUR NAME]
Administrative Assistant
📍 [City] | 📞 [Phone Number] | ✉️ [Email Address] | 🔗 [LinkedIn]

PROFILE
Organized and detail-oriented administrative assistant with experience in office coordination, scheduling, documentation, and communication. Skilled at supporting teams, managing administrative tasks, and maintaining smooth office operations.
CORE SKILLS
Office Administration | Calendar Management | Data Entry | MS Excel | MS Word | MS PowerPoint | Email Management | Filing & Documentation | Customer Support | Time Management
EXPERIENCE
Job Title — [Company Name]
[Month Year – Present]
· Managed daily scheduling, meetings, and calendar coordination
· Handled emails, phone calls, and internal communication
· Maintained records, files, and office documentation
· Assisted in preparing reports and presentations
Job Title — [Company Name]
[Month Year – Month Year]
· Supported general administrative and data entry tasks
· Organized files and maintained proper documentation systems
· Assisted team members with daily operational needs
EDUCATION
[Degree / Diploma Name] — [College/University Name]
[Year of Completion]
ACHIEVEMENTS
· Improved document organization system for faster access
· Assisted in streamlining scheduling and coordination process
· Recognized for accuracy and reliability in administrative tasks
CERTIFICATIONS (Optional)
· MS Office / Office Administration — [Institute Name]
· Business Communication / Productivity Skills — [Platform Name]

