[Your Full Name]
[Phone Number] | [Email Address] | [City, State]
[LinkedIn URL]
PROFESSIONAL SUMMARY
[Write 3-4 sentences highlighting your years of experience, key achievements with metrics, and core competencies. Focus on what makes you valuable as an administrative assistant.]
CORE SKILLS
[Category]: [List relevant skills separated by commas]
[Category]: [List relevant skills separated by commas]
[Category]: [List relevant skills separated by commas]
[Category]: [List relevant skills separated by commas]
PROFESSIONAL EXPERIENCE
[Job Title]				[Start Date - End Date/Present]
[Company Name, City, State]
[Achievement with metric: "Improved X by Y%"]
[Key responsibility with quantifiable impact]
[Major accomplishment with specific numbers]
[Important task showing relevant skills]
[Achievement demonstrating value to employer]
[Job Title]				[Start Date - End Date]
[Company Name, City, State]
[Achievement with metric]
[Key responsibility with impact]
[Accomplishment showing your value]
[Task demonstrating relevant skills]
EDUCATION
[Degree Name]				[Graduation Date or Expected Date]
[School Name, City, State]
CERTIFICATIONS
[Certification Name] - [Issuing Organization, Year]




