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KEY SKILLS


· Time management: Managed schedule of CEO, leading to 7% increase in productivity
· Innovation: Spearheaded new 10-minute stand-up meetings initiative
· Typing skills: 78 w.p.m. average typing speed
· Organizational skills: Organized an average of 47 business trips annually
Communication Skills

MS Office Suite



English

Organizational Skills

PROFESSIONAL EXPERIENCE

Google Calendar

Team Leadership
PERSONAL ASSISTANT 
Haights & Ashbury, Ltd. / Dallas, TX 
April 2017–present


Spanish

· Organize transportation, delivering a 5% reduction in travel expenses by negotiating discounts
· Developed new filing and organizational practices, saving the firm $1,400 a year
· Record minutes for meetings of board of directors
· Screen 50+ telephone calls daily, and open and present correspondence to CEO in order of priority
· Gatekeep for CEO to ensure optimal use of her time


Xero

	Typing


· Typed and filed correspondence and reports
· Supervised staff of 7 junior office assistants
· Slashed office expenditure by $47,000 by negotiating cheaper supply contracts
· Managed schedules, organized office functions, and supervised daily functions of office of more than 100 employees
· Developed paperless environment by implementing online processes, reducing paper use by 87%

OFFICE MANAGER
Lone Star Imports, Ltd. / Fort Worth, TX
June 2014–April 2017



DIPLOMA OF SPANISH AS A FOREIGN LANGUAGE (LEVEL B1)
Magellan Int’l School, Austin, TX
FIRST AID CERTIFICATION
2020
Lewisville, TX



CERTIFIED ADMINISTRATIVE ASSISTANT / 2013
IAAP, Fort Worth, TX
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CERTIFICATIONS
QuickBooks
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PROFESSIONAL EXPERIENCE (CONTINUED)


EXECUTIVE ASSISTANT
Gurlash & Whipple, Ltd. / Fort Worth, TX
January 2012–June 2014

B.A. BUSINESS
University of Dallas, Dallas, TX
2008



A.A. POLITICAL SCIENCE
University of Dallas, Dallas, TX
2006


· Performed various accounting activities, including preparing cheque requests, expense reports, invoices and purchase orders
· Organized 4 executive meetings a month, as well as annual “all hands” company meetings
· Developed cordial relationship with executives’ family and hired help with friendly personality

AWARDS


SPIRIT AWARD
2020 Admin Awards




MENTORSHIP AWARD
2017 / Lone Star Imports




OFFICE ASSISTANT
Paradigm Political Consulting, Ltd. / Austin, TX
January 2010–January 2012



EMPLOYEE OF THE MONTH
2019 / Haight & Ashbury





	· Edited Paradigm’s monthly 3,000-word policy email newsletter, sent to 47,000 subscribers in the South
· Transcribed audio of meetings (rate: 78 w.p.m.)
· Executed weekly breakfast orders for 100+ member team, accommodating various dietary and religious restrictions
· Drafted and sent an average of 5 fundraising emails per month

DEAN'S LIST / 2007–2008 University of Dallas, TX





POLITICAL AIDE
Office of State Sen. Horace Hollingworth / Austin, TX
October 2008–January 2010

· Ensured confidentiality of all communications and documentation
· Managed an active calendar of appointments, legislative work, and constituent events
· Completed 1,470 telephone calls as part of constituent outreach drive
· Drafted more than 400 letters to various recipients on a wide range of topics 
MOST DEDICATED INTERN
2009 / Texas State Senate




TX ADOPT-A-BEACH PROGAM 
2016–present 



STUDENT GOV’T PRESIDENT
2006 / University of Dallas, TX



VOLUNTEER WORK
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PLEASE note that you *must* install the font files to make this resume template work. 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 resume, don’t worry. You’re in good company – everyone struggles with it. For a high quality resume that will land you employment, we recommend consulting the certified experts at Resume Writer Direct.

Or, here’s some other content that might help you finish your resume.

· Free Resume Builder
· How to Write a Resume
· Resume Samples by Industry

Oh, and by the way, you’re also going to need a cover letter.

· Cover Letter Builder
· How to Write a Cover Letter
· Cover Letter Examples by Industry






image1.png




image2.png




image3.png




