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Description generated with high confidence][image: ]Personal assistant with 4+ years of experience in attending to C-suite executives’ needs and a bachelor’s degree in Management. Possess expertise in juggling myriad demands on CxOs’ time. In-depth experience using organizational software, including Microsoft Access and Google Calendar. Spearheaded new 10-minute stand-up meetings initiative that increased current CEO’s productivity and reduced wasted time.


PROFESSIONAL PROFILE
BA Management
Iowa State University, IA
2011–2015

AWARDS
Employee of the Month
2018 / Pinkman & White



Time Management
Oral Comprehension
Microsoft Access
Google Calendar
Interpersonal Skills
Communication
KEY SKILLS
from Resume Genius
· Typed, collated, and filed reports and correspondence
· Controlled access to CTO, leading to a 15% increase in departmental efficiency
· Organized and invited subordinates to meetings, as well as maintained and filed minutes
· Supervised staff of 4 junior office assistants
· Conducted research daily using Microsoft Excel
· Organized transportation to an average of 47 conferences, seminars, and conventions quarterly
· Built close relationships with CTO’s family and friends by building a rapport and having a friendly attitude
· 
· 
· 

PERSONAL ASSISTANT
Tribbiani & Bing / Council Bluffs, IA / 2015–2017




· Manage CEO’s schedule, leading to a 7% reduction in nonproductive time
· Organize transportation, delivering a 5% decrease in travel expenses through negotiation of discounts
· Developed new filing and organizational practices, saving the firm $2000 per year
· Record minutes for meetings of C-suite members 
· Screen 50+ telephone calls daily and open and present correspondence to CEO in order of priority
· Liaise between CEO and subordinates/clients to ensure optimal use of her time

· 
· 
· 
· 
·  
· 
· 
· 
· 

PERSONAL ASSISTANT
Pinkman & White / Des Moines, IA / 2017–present


EDUCATION
PROFESSIONAL EXPERIENCE
Linkedin.com/bchang
1347 West Cyprus Dr., Cedar Rapids, IA, 52227

BettyChang@icloud.com
(319) 147-1701

Personal
Assistant



[bookmark: OLE_LINK3][bookmark: OLE_LINK4]Dear Job Seeker,

PLEASE note that you *must* install the font files to make this cover letter template work perfectly. It’s very simple to do – just follow the instructions in the “Read Me” file in the Zip file you downloaded this template from.

If you’re struggling to write your cover letter, don’t worry. You’re in good company – everyone struggles with it. For a high quality cover letter that will land you employment, we recommend consulting the certified experts at Resume Writer Direct. (Yep, they can also help you with your resume!)

Or, here’s some other content that might help you finish your cover letter.
· Cover Letter Builder
· How to Write a Cover Letter
· Cover Letter Examples by Industry

Oh, and by the way, you’re also going to need a resume.
· Free Resume Builder
· How to Write a Resume
· Resume Samples by Industry
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