Chloe Rodriguez

1 Main Street
New Cityland, CA 91010
Cell: (555) 322-7337
E-Mail: example-email@example.com

Summary

Resourceful Executive Assistant adept at coordinating international travel, organizing large scale meetings, and managing third-party vendors. Highly self-motivated with a solid work ethic. Skilled at multi-tasking and maintaining a strong attention to detail. Employs professionalism and superior communication skills to meet client and company needs.

Highlights

Vendor management
Scheduling
Event oversight
Document control
Report generation

Analysis and proofreading
Meeting and travel support
Adept writer
Business correspondence
Presentation development

Experience

November 2007 to Current
PRA Architects New Cityland, CA
Executive Assistant

Manage CEO’s complex and frequently changing travel arrangements and coordinate pre-planning of trips.
Create expense reports, budgets, and filing systems.
Conduct research to prepare, gather, and proof briefing materials, agendas, and decks for all executive-level meetings.
Develop and maintain alert system for upcoming deadlines on incoming requests, projects, and events.
Assist with team building initiatives and overall support for maintenance of organizational culture and employee morale.
Distribute company-wide announcements, book conference rooms, and coordinate catering for annual staff development forum.
Locate and attach appropriate files to incoming correspondence requiring replies.

February 2005 to October 2007
Garner Engineering New Cityland, CA
Executive Assistant

Greeted visitors entering the office, determined the nature and purpose of visit, and directed them to the appropriate destination.
Processed travel expenses and reimbursements.
Frequently used word processing, spreadsheet, database, and presentation software.
Maintained an internal client filing system.

Education

2002 Coastal Business School New Cityland, CA
Associate of Applied Science Professional Administrative Assistant

Coursework in Accounting, Business English, Speech Communication, and Technical Presentations
