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Administrative Assistant
 (career summary or profile)
Versatile professional administrative assistant adept at providing customer support, streamlining office operations and handling multiple projects simultaneously. Expert at optimizing billing processes, maintaining databases and creating high-impact proposals Committed to fostering interdepartmental collaboration.
 
Skills Summary
(list as many as possible)
 
· Project management
· Administrative support
· [bookmark: _GoBack]Process improvement
· Operational streamlining
· Program development
· Customer service
 
 
Professional Experience
(list in reverse chronological order)
 
Executive Assistant, XYZ Corporation, Bayshore, New York, 2013-present
 
Key Accomplishments
 
· Enhanced marketing efforts
· Overhauled employee benefit program
· Fostered company success by streamlining database
· Expedited projects by creating templates
 
Education
(list in reverse chronological order)
 
XYZ University, Syracuse, New York: MBA, 2006
ABC College, Farmingdale, New York: BA, 2004

