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HEADER 
[NAME] [Phone Number] | [Email Address] | [LinkedIn Profile URL] [Online Portfolio URL (Highly recommended for IT, Multimedia, or Marketing)] 

PROFESSIONAL SUMMARY 
This section is your "Elevator Pitch". Write 3–4 sentences that summarize your years of experience and your most outstanding accomplishments relevant to the specific job.
· This is ideal for professionals with 5+ years of experience.
CORE COMPETENCIES 
Review the job advertisement for keywords and list your matching skills here in a clean 2 or 3-column format.
· Example: Strategic Planning | Project Management | Customer Relationship Management | Digital Marketing 
PROFESSIONAL EXPERIENCE
List your employers in reverse-chronological order (most recent first).
[COMPANY NAME], [LOCATION] | [Job Title] | [Start Date] – [End Date] Strategy: Avoid listing daily duties. Instead, use the processing questions from the blog to write 3–5 bullet points highlighting quantifiable achievements.
· Example: "Streamlined the department's database migration, reducing data entry time by 15% and improving reporting accuracy for senior leadership." 
· Example: "Exceeded annual performance targets by 10% through the implementation of a new client engagement strategy." 

EDUCATION & PROFESSIONAL DEVELOPMENT 
List your highest academic qualification first, followed by professional certifications that prove you are current with modern industry standards.
· Academic: [Degree], [Institution], [Date] 
· Professional: [Name of Course/Certification], [Institution/Provider] 
AWARDS (Optional) 
Include awards won during your career, starting with the most recent. Recent graduates should include school or university honors.
· [Name of Award], [Source], [Date] 
PROFESSIONAL ASSOCIATIONS (Optional) 
List any leadership roles or active memberships in professional clubs, societies, or associations.
· [Your Role], [Association Name] 
SERVICE (Optional) 
List voluntary assignments and the organizations that coordinated them, beginning with the most recent.
· [Volunteer Assignment], [Organization Name]
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-SAMPLE RESUME-

AMANDA STEPHENS
Portmore St. Catherine |876-XXX-0123 | a.stephens@email.com | LinkedIn 
PROFESSIONAL SUMMARY
Administrative Professional with 12 years of experience providing high-level support to C-suite executives and managing complex office ecosystems. Expert in digital transformation, fiscal oversight, and cross-functional project coordination. Proven track record of increasing organizational efficiency by 25% through the implementation of automated workflows, advanced CRM data management strategies, and AI-driven scheduling solutions.
CORE COMPETENCIES
Executive Support | Calendar Optimization | Fiscal & Budget Administration
Advanced Microsoft 365 | CRM Management | Multi-Channel Stakeholder Relations
Project Life-Cycle Support | Strategic Vendor Management | Workflow Automation
PROFESSIONAL EXPERIENCE
BALGO SOLUTIONS LTD | Kingston, JA | Senior Administrative Assistant | 2019 – Present
Redesigned the enterprise-wide digital filing system, which reduced document retrieval time by 30% and significantly enhanced data security protocols across the department.
Negotiated core service contracts and managed vendor relations, resulting in a 12% reduction in annual overhead costs and a documented $15,000 annual savings.
Integrated AI-powered transcription services for board and executive meetings, which accelerated the speed of meeting minutes distribution by 48 hours.
Supervised and mentored a team of 4 junior administrative staff, implementing performance tracking systems that increased team output by 15% within the first year.
Synchronized complex international travel itineraries and multi-timezone calendar scheduling for the CEO and COO, ensuring zero scheduling conflicts over a 3-year period.
Spearheaded the planning and execution of the annual 200-person corporate summit, including venue selection and vendor coordination, while managing a $25,000 budget with a 5% cost-underage.
Orchestrated the transition to a hybrid work model for the executive suite, coordinating hardware logistics and digital communication protocols for 15 senior leaders.


PROFESSIONAL EXPERIENCE (Continued)
STALCO MARKETING GROUP | Miami, FL | Administrative Coordinator | 2013 – 2019
Directed a $50,000 budget for regional marketing conferences, utilizing rigorous fiscal oversight to deliver events consistently 10% under budget.
Managed high-priority stakeholder inquiries and sensitive client communications, maintaining a 98% positive feedback rating over a 6-year tenure.
Automated the employee onboarding paperwork process via digital workflows, saving the HR department an average of 10 manual hours per week.
Developed weekly departmental productivity reports for the Director of Marketing, providing data-driven insights that led to a 10% increase in campaign turnaround speed.
Oversaw the relocation of the Miami branch office, coordinating with multiple contractors and vendors to ensure zero operational downtime during the 48-hour transition.
Collaborated with the creative team to produce high-impact presentation decks for quarterly investor meetings, contributing to a 5% increase in stakeholder engagement.
EDUCATION & PROFESSIONAL DEVELOPMENT
Bachelor of Arts in Business Administration | University of the West Indies | 2012
Professional Certificate in Digital Productivity | Learning Institute | 2024
Advanced Executive Assistant Certification | Administrative Excellence Hub | 2021
AWARDS & SERVICE (Optional)
Employee of the Year, Global Solutions Ltd | 2023
Volunteer Coordinator, Community Literacy Project | 2021 – Present
Active Member, Administrative Professionals Association | 2020 – Present








	
