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John Doe
202 Oak Ridge Lane

Indianapolis, Indiana 47804
(888) 555-1234



OBJECTIVE
ADMINISTRATIVE ASSISTANT
Looking for a challenging position as an administrative assistant. My expertise in interpersonal communications, human resources, and marketing functions will be used to your advantage. Highly skilled in creating and editing documents, including reports, letters, presentations, and forms. Expert with Microsoft Office and Quicken.

SUMMARY  
· Taking Dictation - Writing Memos - Reporting Expenses - Word Processing - Managing Budgets

· Preparing Plans for Events - Organizing Important Meetings

· Hiring Personnel - Training Receptionist

· Payroll - Data Entry – Research

RELATED EXPERIENCE

Great Dane Trailers, Indianapolis, IN.                                                                                      2006 - Present 

Administrative Assistant
1. Handling travel arrangements for two to six executives and managers, overseeing all calendars and basic communications. 

2. Arranged on- and off-site board meetings and visits from business collaborators overseas. 
3. Produced memos, emails and voicemails, personally responding to messages if appropriate.
4. Created spreadsheets and PowerPoint presentations for administrative training sessions.
5. Maintained company-wide database with record of all key memos sent, organized by project and manager. 
6. Took on extra work, including support of 3 additional managers when other administrative personnel were unavailable.
Procter and Gamble, Miami, Florida.                                                                                           2000 - 2006 

Administrative Assistant
1. Aided three Vice Presidents and one Director by supervising administrative staff for all day-today office operations.
2. Handled calendars and schedules, ordered supplies, and supervised travel agency for all executive travel plans.
3. Hired all the administrative staff at company.

4. Consulted with CEO on administrative priorities for new hires.
5. Served as liaison between executive staff and external service providers.
EDUCATION
Indiana State University
1992 – 1996

BS, Computer Science
Graduated with Honors

