LIAM ANDERSON

Administration Officer Il

9 PROFESSIONAL SUMMARY

This position serves as the assistant to the Agency Superintendent for
the management of administrative functions essential to the direction
and operation of Trust.

9 WORK EXPERIENCE

Administration Officer Il
Pineapple Enterprises

g May / 2021-Ongoing
X Santa Monica, CA

1. Supervised the work of employees, ensuring compliance with the
Embassy policies, resolving issues and facilitating communication
between senior managers and the rest of the Embassy staff.

2. Provided employees with guidance in handling difficult or complex
problems and resolving complaints or disputes.

3. Maintained administrative staff by recruiting, interviewing and

helping the senior managers with the selection process.

. Delegated work to staff and managing their workload and output.

. Written reports for senior management and delivering presentations.

. Organized the office layout and mainlining supplies of stationary.

. Purchased of printed materials and forms by obtaining requirements,

negotiating price, and quality.

N O o b

Administration Officer 8 May / 2018-May / 2021

Lakeside Apparel Co X Chicago, IL

1. Work as an Administrative Officer for JICA (Japan International Co-
Operation Agency) consultant Team attached to the Integrated
Community Development .

2. Ensure that the budget for the pilot projects in the NCDC are timely
disbursed Assist the JICA-ICDP to monitor all transactions of funds for
ICDP.

3. Streamlined office operations, reducing processing time by 30%
through improved workflow management.

4. Coordinated scheduling and logistics for over 50 meetings monthly,
enhancing team collaboration and efficiency.

5. Managed budget tracking for departmental expenses, achieving a
15% reduction in costs through strategic planning.

6. Developed and implemented a new filing system, increasing
document retrieval speed by 40% and improving organization.

€3 EDUCATION

Bachelor of Arts in Business e May/  May/
Administration 2015 2018
University of Springfield ¥ Phoenix, AZ

Focused on management principles, organizational behavior, and
administrative practices.
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@ INTERESTS
® scuba Diving ® E-sports

©@® Reading Fiction & Puzzle Solving

©® STRENGTHS

LANGUAGES

English Spanish Polish

€@ ACHIEVEMENTS

5:* Streamlined office operations,
resulting in a 30% increase in
efficiency.

& Implemented a new filing system that
improved document retrieval times by
40%.
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