	48 Avalanche Blvd • Renton, WA 34007
(004) 333 – 2222 • robert @ email . com
	Robert Gates


PERSONAL ASSISTANT 
Record of providing administrative support on a one-to-one basis.
Performance Summary: Detail oriented, highly-organized individual with 4+ years’ experience in administrative and executive assistance arena. Inborn problem solver with profound ability to multitask, plan, organize and manage diverse office tasks. Proven ability to channel and coordinate assessments done with collaboration of other departments. Highly intelligent and tech savvy individual with track record of delivering matchless administrative and clerical support to the managers proactively.
AREAS OF EXPERTISE
	– Filing/Data Management
	– Appointment Scheduling
	– Correspondence Handling

	– Banking Assistance
	– Travel Arrangements
	– Event Coordination

	– Travel Arrangements
	– Financial Reporting
	– Presentation Making

	– Minutes Typing
	– Diary Organization
	– Meetings Arrangement

	– Customer Service
	– Phone Calls Management
	– Clerical Support


SELECTED ACCOMPLISHMENTS
• Organized an international conference and made stay and travel arrangements for 50+ international delegates and speakers
• Attained 100% smooth appointment scheduling mechanism by proactively implementing discrepancy free scheduling mechanisms
• Overhauled the employee database and integrated all bio data and payroll information enabling data retrieval in 30% lesser time

ADMINISTRATIVE EXPERIENCE
SCOTTWEST, Renton, WA
Personal Assistant, 7/2013 to Present
• Provide administrative and clerical support to the executive and make travel and stay arrangements
• Maintain activity calendar and appointments diary and remind the executive of upcoming commitments
• Issue periodic financial reports and draft correspondence as needed

SEARCH GROUP PARTNERS, Renton, WA
Receptionist, 5/2011 to 6/2013
• Answered phone calls, handled correspondence and upheld the front desk
• Received and distributed communications and forwarded information from office to employees
• Scheduled appointments with executives and served as initial point of contact for customers

EDUCATION
ST. PATRICK’S COLLEGE, Renton, WA, 2011
Associate of Arts in Management
COMPUTER SKILLS
• MS Office Applications: Word, Excel, Outlook and PowerPoint
• Internet, Email, Social Media

