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Los Angeles
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PROFESSIONAL SUMMARY

Dynamic and resourceful Confidential Secretary with a decade of 
experience in providing comprehensive administrative support to 
executives. My expertise in managing sensitive information, coordinating 
complex schedules, and facilitating effective communication has 
consistently contributed to organizational success. I excel in high-pressure 
environments, utilizing exceptional organizational skills and attention to 
detail to enhance operational efficiency. Passionate about fostering 
collaborative relationships, I am eager to leverage my extensive experience 
to drive productivity in a forward-thinking organization.

WORK EXPERIENCE

 Jan / 2018-Ongoing



Confidential Secretary
Pineapple Enterprises Santa Monica, CA

1. Coordinated the Managing Director's itinerary, scheduling meetings and 
travel arrangements efficiently.

2. Acted as the first point of contact for visitors and phone inquiries, 
providing exceptional customer service.

3. Compiled daily reports for management, summarizing key activities and 
communications.

4. Recorded minutes for weekly and quarterly management meetings, 
ensuring accurate documentation of discussions.

5. Drafted and typed correspondence, proposals, and meeting minutes, 
enhancing communication flow.

6. Provided administrative support for curriculum-related functions, 
including purchasing and inventory management.

7. Facilitated communication between departments, resulting in a 25% 
increase in project efficiency.

 Jan / 2015-Jan / 2018



Confidential Secretary
Summit Peak Industries Denver, CO

1. Performed secretarial duties including scheduling and preparing for high-
level meetings.

2. Assisted in procurement processes, managing bid requests and purchase 
orders for office supplies.

3. Served as an administrative assistant to the Superintendent and Business 
Manager, facilitating smooth operations.

4. Handled administrative support for state reports and staff tuition 
reimbursement tracking.

5. Utilized various software including Prosoft, Microsoft Office Suite, and 
SchoolDude for efficient office management.

EDUCATION


Jan /
2012

-
Jan /
2015



Associate of Applied Science in Office
Administration
Community College of Philadelphia Toronto, ON

Focused on administrative skills, office management, and communication.

SKILLS

Event Coordination

Stakeholder Engagement

Client Relationship Management

Confidential Document Management

Executive Calendar Management

INTERESTS

 Scuba Diving  E-sports

 Reading Fiction  Puzzle Solving

STRENGTHS

 Stewardship  Teamwork

 Tenacity  Vision

LANGUAGES

80%

English

80%

Indonesian

80%

Spanish

ACHIEVEMENTS

Successfully organized and managed
over 100 executive meetings annually,
enhancing collaboration and
communication.

Streamlined office operations by
implementing a new filing system,
resulting in a 30% increase in
document retrieval efficiency.
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