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PROFESSIONAL OVERVIEW

Detail-oriented and highly organized Executive Assistant with 5+ years of experience providing high-level administrative support to C-suite executives. Proven ability to manage complex calendars, coordinate international travel, prepare executive-level reports, and handle confidential information with discretion. Recognized for strong communication skills, problem-solving ability, and the capacity to thrive in fast-paced environments.

WORK EXPERIENCE

YOUR POSITION TITLE | Company Name, Location	MAR 2022 – PRESENT
· Managed 70–90 meetings per month, including board, investor, and leadership meetings.
· Coordinated international travel for 4 executives, cutting booking turnaround from 3 days to 1.

YOUR POSITION TITLE | Company Name, Location	NOV 2018 – DEC 2021
· Owned the CEO calendar across 3 time zones, protecting 10 hours of focus time each week.
· Prepared board packs for 12 quarterly meetings, consolidating input from 6 departments.

YOUR POSITION TITLE | Company Name, Location	JAN 2015 – AUG 2018
· Built and maintained the vendor and contact database used by the whole leadership team.
· Introduced a shared expense process that cut monthly reporting time by 25%.
· Managed an office budget of $120k and came in under target for 3 consecutive years.

EDUCATION

Master of Business Administration | Name of the University, Location	SEP 2020 – JUN 2022
Bachelor of Arts in Business Communication | Name of the University, Location	SEP 2014 – JUN 2018

SKILLS

Project Management	Brand Development 	Product Knowledge
Performance Management	Financial Analysis & Forecasting	Online Customer Engagement
Talent Acquisition & Recruitment	Market Analysis & Research	Public Relations Content
