[Your Full Name]
[City, State] | [Phone Number] | [Email Address] | [LinkedIn]

Professional Summary
Highly organized Executive Assistant with experience supporting senior executives through calendar management, travel coordination, meeting preparation, and confidential administrative support. Known for exceptional attention to detail and strong communication skills.

Core Skills
· Executive Support 
· Calendar Management 
· Travel Coordination 
· Meeting Scheduling 
· Expense Reporting 
· Microsoft Office Suite 
· Communication 
· Confidential Records Management 

Professional Experience
Executive Assistant
[Company Name] | [Location]
[Month Year – Present]
· Managed complex executive calendars and coordinated meetings. 
· Organized domestic and international travel arrangements. 
· Prepared reports, presentations, and meeting materials. 
Administrative Assistant
[Company Name] | [Location]
[Month Year – Month Year]
· Supported office operations and executive correspondence. 
· Scheduled appointments and maintained records. 
· Coordinated company events and meetings. 

Education
Bachelor’s Degree in Business Administration
[University Name] | [Graduation Year]

Certifications
· Certified Administrative Professional (CAP) 
· Microsoft Office Specialist

