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PROFESSIONAL SUMMARY

Accomplished Administrative Services Specialist with 7 years of expertise in

optimizing office operations and delivering exceptional support. I have a

proven track record in process improvement, project management, and

effective communication. Passionate about enhancing organizational

efficiency, I thrive in dynamic environments and excel at fostering

collaboration among teams to achieve strategic goals.

WORK EXPERIENCE

 May / 2021-Ongoing



Administrative Services Specialist

Maple Leaf Consulting Toronto, ON

1. Provided comprehensive administrative support by drafting and

proofreading reports, correspondence, and legal documents.

2. Organized and maintained electronic and physical filing systems, ensuring

easy access to critical information.

3. Served as the first point of contact for clients, addressing inquiries and

directing them to appropriate personnel.

4. Coordinated application processes, including verification of

documentation and preparation of necessary packets.

5. Updated internal memos and maintained accurate records of

departmental activities and transactions.

6. Assisted in the development of training materials and facilitated

onboarding for new administrative staff.

7. Collaborated with finance teams to manage budgets and track

expenditures for departmental projects.

 May / 2018-May / 2021



Administrative Services Specialist

Summit Peak Industries Denver, CO

1. Welcomed visitors and directed them to the appropriate departments

while managing incoming calls and providing necessary information.

2. Ensured safety protocols were adhered to for over 200 employees and

visitors daily.

3. Managed the issuance of identification badges for contractors and visitors,

maintaining security compliance.

4. Acted as a security liaison, addressing unauthorized access and ensuring a

safe environment.

5. Utilized communication systems to coordinate with security personnel and

report incidents.

EDUCATION

 May / 2015-May / 2018



Bachelor of Arts in Business Administration

University of California Denver, CO

Focused on management and administrative processes.

SKILLS

Microsoft Office Suite

Administrative Management

Travel Coordination

Process Improvement

Task Prioritization

INTERESTS

 Blogging  Meditation

 Scuba Diving  Wildlife Conservation

STRENGTHS

 Forward-thinking  Empathy

 Diplomacy  Gratitude

LANGUAGES

English Mandarin Italian

ACHIEVEMENTS

Streamlined document management processes,

reducing retrieval time by 30%.

Implemented a new filing system that improved

departmental efficiency by 25%.

Coordinated successful training sessions for

50+ staff members on administrative protocols.
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