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[bookmark: _GoBack]SUMMARY OF QUALIFICATIONS

· Executive Assistant with 4+ years of experience in administrative support to corporate executives
· Oversaw increase in efficiency by 25% by optimizing internal filing and communication systems
· Led monthly administrative assistant meetings to stay connected and address any problems encountered during the previous month
· Worked well with clients, co-workers and bosses – never received a single HR complaint and received written commendation 10 separate times from clients
· Organized quarterly parties for our office, which helped strengthen company loyalty and promoted team bonding
· Received “Assistant of the Year” award while working at Waypax Inc. during the 2013 fiscal year

SKILLS

· Experienced and quickly learn office basics, including printers, fax machines, scanners, etc.
· Proficient and effectively use MS Office Suite, as well as cloud-based systems (Google Drive, Apple Suite, etc.)
· Typing speed: 85WPM
· Proficient with CRM systems

RELEVANT WORK HISTORY

WAYPAX INC.
EXECUTIVE ASSISTANT | WALNUT CREEK, CA | 2012 – PRESENT
· Manage partner agendas, making sure efforts are focused on strategic growth and development
· Coordinate communication and channels, plan logistical items (e.g., transportation, accommodation, etc.), and prioritize tasks around them
· Basic accounting duties, including expense reports, invoices, and purchase orders
· Uphold confidentiality standards across all communication and documentation platforms

GREEN LEAF FINANCIAL
ADMINISTRATIVE ASSISTANT | SAN RAMON, CA | 2009 – 2012
· Managed appointment calendar for the firm; wrote and prepared confidential communications; filed expense reports
· Planned company travel calendar as well as reservations, ticketing, and transportation; under my planning firm reduced travel spending by 14%
· Point of contact for incoming calls; managed calls with courtesy and passed on messages with accuracy
· Facilitated 8+ monthly meetings as well as their logistics, including preparing materials and refreshments, scheduling with partners, and making facilities ready)

EDUCATION

CALIFORNIA POLYTECHNIC STATE UNIVERSITY, SAN LUIS OBISPO, CA
BACHELOR OF ARTS IN MARKETING, MAY 2009
· GPA: 3.0/4.0

