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Executive Assistant
Address, City, ST ZIP Code | Telephone | Email
Website: wordexceltemplates.com

	

	
	
	

	
	
Highly competent professional who has taken care of the most confidential projects of the company. Experience in converting disorganized work environments into smoothly running operations. Participation in administrative processes to improve accuracy and efficiency. More than 12 years of experience in coordinating, planning and supporting daily activities and administrative functions.
	

	
	
Work Experience:
ABC Company Executive Assistant May 2016 till present
My roles in this job were:
· To provide high level administrative support to the chief financial officer. 
· To arrange and conduct meetings with the investors.
· To address the inquiries of the shareholders and provide solutions to their concerns.
· To maintain relationships with other departments such as the sales and marketing departments.
· To maintain investor data base.
· To collaborate with the financial departments to oversee the performance.
· To draft and implement quality and risk assessment procedures.
· To arrange meetings and set agendas for the meetings.
· To conduct business development research and compile results for review by the senior executives. 
· To create travel, expense and working hours report on regular basis.
Management
Think a document that looks this good has to be difficult to format? Think again! To easily apply any text formatting you see in this document with just a click, on the Home tab of the ribbon, check out Styles.
Communication
You delivered that big presentation to rave reviews. Don’t be shy about it now! This is the place to show how well you work and play with others.
Leadership
Are you president of your fraternity, head of the condo board, or a team lead for your favorite charity? You’re a natural leader—tell it like it is!
	
Education:
Degree | Date Earned | School
Major: Click here to enter text
Minor: Click here to enter text
Related coursework: Click here to enter text
Degree | Date Earned | School
Major: Click here to enter text
Minor: Click here to enter text
Related coursework: Click here to enter text
Technical Skills:
· Vendor management.
· Scheduling meetings.
· Financial analysis and proof reading.
· Presentation development and business correspondence.
Core Competencies:
· Communication skills.
· Business knowledge.
· Negotiation skills.
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