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LANGUAGES
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€) ACHIEVEMENTS

“fy Streamlined filing system, reducing
retrieval time by 30%.

{" Implemented a new scheduling
system that improved calendar
management and reduced conflicts
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e PROFESSIONAL SUMMARY

Accomplished administrative professional with a decade of experience in
delivering exceptional support in dynamic environments. Proven track
record in optimizing office operations, enhancing team productivity, and
ensuring seamless communication. Committed to leveraging strong
organizational skills and proactive problem-solving to contribute effectively
to organizational success.

@ WORK EXPERIENCE

Support Staff / Administrative Assistant £ Mar/2019-Ongoing

Quantum Solutions LLC X Phoenix, AZ

1. Provided comprehensive administrative support to management and
staff, enhancing overall office productivity.

2. Conducted training sessions for employees, improving their technical
skills and operational knowledge.

3. Organized and maintained filing systems for confidential records,
ensuring compliance with regulations.

4. Managed project documentation, including reports and presentations, to
support management initiatives.

5. Coordinated logistics for meetings and events, ensuring all resources
were available and organized.

6. Oversaw the processing and approval of invoices, maintaining accurate
financial records.

7. Assisted in budget preparation, contributing to effective financial
planning and management.

Staff Administrative Assistant 8 Mar /2015-Mar / 2019

Lakeside Apparel Co X Chicago, IL

1. Supervised administrative staff, fostering a collaborative and efficient
work environment.

2. Streamlined office procedures, resulting in increased efficiency and
reduced operational costs.

3. Developed and implemented standard operating procedures to enhance
workflow consistency.

4. Monitored compliance with company policies and procedures, ensuring
operational integrity.

5. Served as the primary contact for internal and external inquiries,
enhancing communication channels.

6. Managed employee records and documentation, maintaining
confidentiality and compliance.

€3 EDUCATION

Associate of Applied Science in Office
Administration

& Mar/  Mar/
2012 2015

City College X Phoenix, AZ

Focused on developing administrative skills and knowledge in office
management.
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