YOUR NAME
(555) 555-5555 | your.email@email.com | City, State
linkedin.com/in/yourprofile
PROFESSIONAL SUMMARY
Detail-oriented Administrative Assistant with [X] years of experience supporting executives and managing office operations. Proficient in [key software/tools] and skilled at [core competencies]. Known for [your unique strengths] in fast-paced professional environments.

CORE SKILLS
Software & Tools: List relevant software (Microsoft Office, Google Workspace, CRM systems, project management tools)
Administrative Skills: Calendar management, travel coordination, meeting planning, documentation, file management, expense reporting
Communication & Soft Skills: Professional correspondence, phone etiquette, problem-solving, multitasking, attention to detail

EDUCATION
Degree Type in Field of Study	Graduation Year
School Name, City, State

PROFESSIONAL EXPERIENCE
Your Most Recent Job Title	Month Year - Present
Company Name, City, State
· Start with action verb and quantify impact: Managed calendars for [number] executives, reducing scheduling conflicts by [percentage]
· Highlight efficiency improvements: Streamlined [process/system] using [tool], resulting in [specific outcome/time savings]
· Show scope of responsibility: Coordinated [number] of [events/meetings/projects] annually with [success metric]

Previous Job Title	Month Year - Month Year
Company Name, City, State
· Supported [number] of [team members/executives] with [specific tasks], achieving [measurable result]
· Maintained [system/files/database] ensuring [compliance/accuracy] rate of [percentage]
· Processed [number] of [transactions/requests/calls] per [time period] with [quality metric]
· Collaborated with [departments/teams] to [accomplish goal/improve process]

