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OBJECTIVE 
To be part of the XYZ work force as Administrative Assistant, bringing five years of experience providing top-notch administrative support to management personnel and executive directors, and the ability to meet deadlines, multi-task, and solve problems, for the smooth running of the company.
CORE COMPETENCIES
· 
· Strong knowledge of visa procurement processes and international travel.
· Strong knowledge of record retention practices, as well as information management policies.
· Strong phone etiquette to respond to callers politely and courteously, as well as strong customer service skills.
· Strong computer knowledge, such as Outlook, MS Word, and Excel.
· Ability to communicate effectively both by verbal and written means to create reports.
· Excellent organizational skills and ability to prioritize tasks, meet deadlines, analyze issues and solve problems, and to multitask.
· Strong ability to establish good and cordial relationships with clients/customers, colleagues, and management staff.
· Strong ability to plan and execute complex tasks with little supervision.
· Ability to generate and safely keep correct records and database.
· Ability to lead projects across several departments.

PROFESSIONAL EXPERIENCE

XYZ Inc., hometown, BA
Administrative Assistant
June 2022 – Present
· Prioritize incoming mails and correspondences and forward data and requests to the appropriate department personnel.
· Generate, prepare and proofread both written and electronic documents and send out correspondences for managers after approval.
· Assist in creating professional reports and presentations applying MS Office software.
· Compile weekly reports from various teams and send to stakeholders.
· Apply and coordinate Records Management guidelines within office.
· Prepare Business Expense Reports (BERs) for Executive Directors and Managers without errors, and provide assistance to staff as required.
· Responsible for taking telephone calls, and transcribing messages, and when necessary forward calls and messages to the appropriate staff.
· Send and receive faxes, keep and file copies safely.
· Responsible for maintaining and operating office equipment and placing orders for materials in short supply.
· Arrange for conferences, meetings, and travels, and ensure required materials are made available.
· Relate with other area personnel and external contacts as the case may be to resolve issues and to share and coordinate information flow.

Zoogle Inc, CA
Administrative Assistant
May 2019 – May 2022
· Responsible for filing and tracking incoming mail, including scanning documents into electronic format, creating folders, organizing incoming mail by recipient, and sending out invoices.
· Assisted the CEO with her personal matters such as travel arrangements, scheduling meetings, and other business related tasks.
· Assisted the CFO with financial reports and analysis, including preparing monthly financial statements, analyzing budgeting data, and assisting with tax preparation.
· Maintained the company's database system, including updating information on clients, maintaining client files, and responding to customer inquiries.
· Managed the company's payroll department, including processing employee time sheets.
EDUCATION AND PROFESSIONAL TRAINING
· High school diploma, Stanfield High, May 2017.
· [bookmark: _GoBack]Associate degree, Business Administration, Feb. 2019.
· Major: Accounting
· Minor: Finance
· GPA: 3.0/4.0
· Department: Financial Management
· Coursework focused on accounting principles and practices including financial statement analysis, business management, cost accounting, auditing, and tax preparation.
· Completed coursework required for CPA licensure.
· Received a certificate of completion from CSID's Tax Preparation Program.
· Passed the Uniform Certified Public Accountant Exam.
· Earned a passing grade on all four sections of the Uniform Certified Public Accountants Exam.
· Successfully completed the National Association of State Boards of Accountancy (NASBA) exam.
· Currently enrolled in NASBA's online continuing education program.
· Attended two classes offered through the American Institute of CPAs' Continuing Education Seminars.

