Richard Anderson
1234, West 67 Street, 
Carlisle, MA 01741,
(123)-456 7890.


Objective: To get a position as an administrative assistant and to gain further experience in this field.
Experience Summary:
· Carried out key administrative responsibilities related to student management with efficiency
· Introduced new work process that improved work productivity and efficiency
Professional Experience:
Administrative Assistant, July 20XX to Present
ABC Management Institute
· Handled the task of assigning students to academic counselors
· Handled student's issues related to their studies, exams and social behavior with teachers and fellow students.
· Prepared reports on important sectors of the institute's activities
Administrative Secretary, July 20XX to August 20XX
All Language Institute
· Handled tasks related to student registrations
· Performed assignment of student to different language section
· Handled various ledgers related to student activities
· Coordinated with professor on conduction of exams, seminars and meetings
Education
20XX - 20XX Marks' Junior College, Camden, NJ
· Completed a comprehensive secretarial course
Skills
· Fast Typing
· Knowledge in using word and excel. Able to quickly learn new software packages
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