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Office Administrator
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	Office Administrator with 10 years’ work experience in multiple industries. Strong work ethics and communication skills made it easy to build relationships with senior executives and understand their needs. Provided guidance and training to staff to make sure that the work is distributed equally and the employees work efficiently.
Occasionally performed bookkeeping tasks and provide mentoring to office assistants. Ability to prioritize and work without supervision. A self-motivated and trustworthy individual who can take care of the confidential information. Contributed in driving sustainability for the company by ensuring the smooth running of the operations.
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	My objectives in this job are:
· To perform administrative and office activities for the senior management.
· To provide support to the senior executives.
· To coordinate office activities and operations to ensure compliance with company policies.
· To manage agendas for management.
	Education
DEGREE | DATE EARNED | SCHOOL
Major: Click here to enter text
Minor: Click here to enter text
Related coursework: 

DEGREE | DATE EARNED | SCHOO
Major: Click here to enter text
Minor: Click here to enter text
Related coursework: Click here to enter text

	

	
	Skills/Core Competencies:
· Team player & collaboration skills.
· Ability to multitask.
· Customer focused.
	

· Communication skills.
· Problem solving skills.
· Well organized.
· Strong work ethic.
	
	

	
	
Work Experience: 
My roles in this job are/were:
· To provide customer support service.
· To assist with all aspects of office administration and management.
· To manage inventory of assets and office supplies and to maintain their invoices and records.
· To coordinate between departments and operating units to solve any operational problems.
· To schedule and coordinate meetings and conferences.
· To send out and receive any emails and correspondence.
· To prepare business correspondence, agendas and presentations. 
	
	

	
	
	[XYZ Company]
My roles in this job are/were:
· To send faxes and emails to customers and suppliers.
· To manage documents and paperwork.
· To perform multiple office tasks.
· To assist in daily operations where required.
· To operate office machines such as fax machines and computers.
· To distribute emails in every department.
· To greet and answer any customer queries.
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