
Robert Smith 
Campaign Assistant

PERSONAL STATEMENT

Administrative support offering versatile office management skills and 
proficiency in Microsoft Office programs. Strong planner and problem solver
who readily adapts to change, works independently and exceeds 
expectations. Able to juggle multiple priorities and meet tight deadlines 
without compromising quality.

WORK EXPERIENCE

Campaign Assistant
ABC Corporation -   2013 – 2013 

Responsibilities:

 Handled complex tasks as the assistant to the campaign and frequently 
managed the team.

 Maintained and led a team of volunteers, managed field canvassing 
teams and supervised phone banking volunteers.

 Remained a trusted assistant and vital contribution to the team.
 Communicated effectively with workers and residents of the city.
 Established strong relationships to gather support and effectively 

achieve results.
 Remained flexible when given a new task and different schedules to 

comply with.
 Earned exceptional performance reviews with citations for excellence in 

areas including, ability to learn and master new concepts; positive work 
ethic; and commitment to providing unsurpassed service, work volume 
and accuracy, and excellent communication skills.

Campaign Assistant
Delta Corporation -   2007 – 2007 

Responsibilities:

 Campaign Assistant for successful campaign for local office.
 Did hard labor and spent hours each day making and putting up signs 

around the city.
 Went door to door in neighborhoods handing out information and 

persuaded them to vote for Jordan Dickson.
 Led an organized group of volunteers to help pass out information and 

travel block to block passing it out.
 Illinois Initial Office Set up Set up, monitored and maintained social 

media sites and website Office inventory and budget Researched state 
laws for .

 Ordered and distributed office supplies while adhering to a fixed office 
budget Ordered and distributed office supplies while adhering to a 
fixed .

 Solicited votes for Councilman in Irvington.
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CONTACT DETAILS

1737 Marshville Road, 
Alabama
(123)-456-7899
info@qwikresume.com 
www.qwikresume.com

SKILLS

Power negotiator, Project
management, 
Organizational skills.

LANGUAGES

English (Native)
French (Professional)
Spanish (Professional)

INTERESTS

Climbing
Snowboarding
Cooking
Reading

REFERENCES

Reference – 1 (Company 
Name)
Reference – 2 (Company 
Name)
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Education

Executive Assistant - (EDGEWOOD HIGH SCHOOL - West Covina, CA)
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