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Administrative support individual with an experience of 10 years in various industries. Strong ethical values which made it easy to comply with company policies and guided the employees to follow the policies and procedures. Build relationships with customers, suppliers, vendors and senior management to achieve the future goals.
Communicate effectively using appropriate and effective tools. Anticipated, understand and respond to the needs of the customers. Worked with senior executives to set goals, resolve problems and make decisions which will help the organization to progress effectively. Setting priorities and maintain a work schedule for the executives. Developing and implementing strategies which are in the best interest of the company. 
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	My objectives in this role are/were:
· To ensure day-to-day operations of the company.
· To support the work of senior management.
· To reply to general information queries from customers and suppliers.
	

	
	
	
	

	
	
	
	

	
	Experience
Job Title | Company | Dates From - To
My roles in this job are/were:
· To maintain paper and electronic filing systems for all records.
· To distribute incoming emails and mails.
· To answer any emails and correspondence from vendors and customers.
· To assist the senior management in managing their daily activities.
· To provide support for basic office needs.
· To liaise with other departments to arrange conferences and meetings.
Job Title | Company | Dates From - To
This is the place for a brief summary of your key responsibilities and most stellar accomplishments.


	Job Title | Company | Dates From - To
 My roles in this job are/were:
· To maintain workflows by studying methods and implementing cost reductions.
· To develop reporting procedures.
· To create and revise systems and procedures by analyzing operational processes.
· To develop administrative staff by conducting training and workshops.
· To resolve administrative problems by identifying solutions.
· To schedule and assign administrative projects.
Skills/Core Competencies:
· Organization skills.
· Time management.
· Use of software and computers.
· Communication skills.
· Reporting skills.
· Administrative writing skills.
· Managing processes.
· Inventory control
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