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An experienced vice president of administration with an extensive work experience of 10 years in the industry. Responsible for directing all the administrative functions of the company in accordance with the industry and regulatory standards.
Attended training and workshops to train the staff as per the upcoming and new standards and policies to meet the objectives of the company. Participated in the development of the company’s plan and programs as a tactical partner and to advice on the long-term planning and forecasting of the goals.
In the last job, I was even held responsible for overseeing the entire human resource function and activities including the research and recruitment of the best resources. Monitored and evaluated the administrative structure and provided feedback for the continual improvement of the department as well as the individual staff.
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	Work Experience:
ABC Company

My roles in this job were:
· To advise, negotiate, manage and administer all contracts from vendors and customers.
· To plan, devise and implement the organizational functions and processes.
· To provide timely and accurate analyses of the company’s budget, project proposals and business trends.
· To assist the CEO and directors on the board to help them perform their duties.
· To provide feedback to improve the operations and systems of the company.
· To provide technical and professional advice and knowledge to others working in the administrative department.
· To educate department managers to create and implement the budgets and calculate any variances.
XYZ Company
My roles in this job were:
· To evaluate the present and future needs of the company.
· To evaluate the adequacy of staff in every department.
· To manage the company’s ongoing relationships with the stakeholders.
· To act as the company spokesperson in front of media and other organizations.
	

	
	
	

	
	

	
	Technical Skills:
· Strategic thinking.
· Problem solving approach.
· Financial management.
· Project management.
· Communication proficiency.
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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.
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