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	My objectives in this role are/were:
· To support the senior management by scheduling and attending meetings.
· To take notes in the meetings and email them to the executives.
· To communicate with the vendors and customers on behalf of the executives.
	Education
DEGREE | DATE EARNED | SCHOOL
Major: Click here to enter text
Minor: Click here to enter text
Related coursework: Click here to enter text
	

	
	
	
	

	
	
	
	

	
	Experience
Job Title | Company | Dates From - To
 My roles in this job are/were:
· To provide junior and mid-level administrative support to the senior executives.
· To arrange meetings with the senior executives.
· To address the inquiries of the vendors and customers.
· To maintain relationships with other departments such as the sales and marketing departments.
· To maintain documents for filing and record keeping.
· 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 speak with the customers and provide them solutions.
· To perform clerical tasks such as bookkeeping and billing.
· To present information in a meeting and taking notes.
Job Title | Company | Dates From - To
 My roles in this job are/were:
Job Title | Company | Dates From - To
 My roles in this job are/were:
Job Title | Company | Dates From - To

	Skills/Competencies
· Communication skills.
· Business knowledge.
· Negotiation skills.
· Scheduling
· Multitasking
· Presentation skills.
· Business communications and correspondence.
· Analytical skills.
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.
Development Programs
· Planning for oracle certification
· Planning to learn and develop the reports in BQ
· Planning to learn advance sequel concepts.
Key Strengths
· Quick learner
· Active team member
Next Possible Roles
· 1
· 2
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