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PROFESSIONAL SUMMARY

Proficient Executive Assistant with 5 years of experience delivering
high-level administrative support to executives. Specialized in
managing complex schedules, coordinating travel logistics, and
optimizing team communication. Passionate about enhancing
operational efficiency and driving organizational success in dynamic
environments.

WORK EXPERIENCE

 Apr / 2022-Ongoing



Executive Assistant

Blue Sky Innovations Chicago, IL

1. Reviewed executive email accounts to prioritize urgent matters
requiring immediate attention.

2. Maintained organized files for current, past, and upcoming projects
and employee records.

3. Coordinated personal and business travel arrangements, ensuring
compliance with company guidelines.

4. Produced and distributed monthly service award recognition
letters for the organization.

5. Managed vacation and sick leave calendars for finance and
accounting associates.

6. Handled calendar management, meeting arrangements, and
customer relations effectively.

7. Prepared and managed project budgets, proposals, contracts, and
expense reports.

 Apr / 2020-Apr / 2022



Executive Assistant

Lakeside Apparel Co Chicago, IL

1. Welcomed guests and clients to the Executive Office with
professionalism and warmth.

2. Managed all incoming telephone inquiries, ensuring messages
were accurately relayed to relevant executives.

3. Addressed and resolved complaints within capacity, escalating
issues to appropriate department heads as needed.

4. Oversaw all correspondence for the General Manager, ensuring
timely responses and accurate documentation.

5. Scheduled and coordinated appointments and meetings to
optimize executive time management.

EDUCATION


Apr /
2018

-
Apr /
2020



Bachelor of Arts in Business
Administration

University of California Chicago, IL

Studied business management principles, focusing on
organizational behavior and strategic planning.

SKILLS

Multi-tasking

Microsoft Outlook

Ibm Notes

Access Management

Microsoft Visio

INTERESTS

 Home Brewing  Wildlife
Conservation

 Running  Public Speaking

STRENGTHS

 Willingness  Wisdom

 Zeal  Ingenuity

LANGUAGES

English Russian Dutch

ACHIEVEMENTS

Streamlined travel arrangements,
reducing costs by 15%.

Implemented a new filing system,
improving document retrieval time
by 30%.

Powered by Qwikresume www.qwikresume.com

https://qwikresume.com/

