
Robert Smith 
Lead Executive Assistant Manager

PERSONAL STATEMENT

An independent and self-motivated professional with excellent 
communication skills with the ability to grow positive relationships with 
customers and colleagues. Dedicated and focused, able to prioritize and 
complete multiple tasks and follow through to achieve the primary goal.

WORK EXPERIENCE

Lead Executive Assistant Manager
ABC Corporation -   June 2007 – June 2011 

Responsibilities:

 Assists the store manager with sales growth, inventory management, 
shrink control, and departmental operations.

 Provides fast, friendly customer service by greeting customers, 
patiently listening to their needs, and remaining calm.

 Ensures that employees provide customer service, get to know 
customers, offer product suggestions, find items, locate out-of-stock 
merchandise, resolve complaints, and offer appropriate solutions.

 Completes managers, and employees scheduling for the store.
 Assists with ordering store merchandise through group sheets, and ad 

bulletins.
 Involves with pharmacy operations through maintenance of pharmacy 

knowledge (ex systems, policies, and workflow) and spends time in 
Pharmacy as needed.

 Analyzes pharmacy data and KPIs to understand measures such as a 
number of prescriptions filled, staffing needs, workflow, and customer 
service levels.

Executive Assistant Manager
Delta Corporation -   2004 – 2007 

Responsibilities:

 Supervise 2 people, supplies.
 Travel plans, email, training.
 Assisted the manager in the operations of a pharmacy/retail store at 

multiple sites with diverse markets.
 Exceeded sales and profit goals of a new store in the first year.
 Successfully minimized excess inventory of perishable goods in a 

struggling store to increase profit margins by 26%.
 Aided in the implementation of new loss prevention procedures that 

resulted in a 12% decrease in loss due to theft.
 Supervises and participates in merchandising items by planning and 

implementing sets and resets/revisions.

Education

Certificate in Medical Technician - (Ridge Fire Academy - Winter 
Haven, FL)
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CONTACT DETAILS

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

SKILLS

Leadership,  Problem-
solving Analytics.

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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