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EDUCATION
	OBJECTIVE
Seeking an administrative role to leverage my organizational skills and customer service expertise in a dynamic office environment.

	
	
EXPERIENCE
Administrative Assistant
Servicios ABC
April 2023 - Present
Managed office schedules, improving time efficiency and enhancing team productivity.
Developed filing systems, creating easy access to important documents. Coordinated client meetings, ensuring all logistics ran smoothly and effectively.
Assisted in training new staff, fostering an environment of collaboration
and support.

	Bachelor of Business Administration
Universidad de Ejemplo Expected to graduate in 2026 GPA: 3.8/4.0

High School Diploma Empresa de Servicios 2021-2023
GPA: 3.8/4.0
	
Office Intern
Oficina de Proyectos, División Administrativa June 2022 - August 2022
Assisted in planning community events, promoting local involvement and support.
Developed marketing materials, effectively communicating the program’s
mission and goals.
Collaborated with team members to ensure events were well-organized and impactful.

	
PROJECTS
	

	Organizing Workshop
Team Building
Facilitated a workshop focusing on team organization, enhancing collaboration and communication among staff.
	

	
	VOLUNTEER EXPERIENCE

	
Community Outreach Program
Aimed to improve local engagement, fostering connections between the company and community stakeholders.
	Community Volunteer Asociación de Ayuda April 2021 - June 2022
Organized fundraising events, raising funds for community projects. Assisted in administrative tasks, supporting the team’s efficiency and effectiveness.
Engaged with community members, promoting awareness of local initiatives.
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