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PERSONAL SUMMARY
A highly competent, motivated and enthusiastic administrative assistant with experience of working as part of a team in a busy office environment. Well organized and proactive in providing timely, efficient and accurate administrative support to office managers and work colleagues. 
Approachable, well presented and able to establish good working relationships with a range of different people. Possessing a proven ability to generate innovative ideas and solutions to problems. 

Currently looking for a suitable position with a reputable and ambitious company. 
AREAS OF EXPERTISE

· Administrative Support

· Minute taking

· Office Management

· Report writing
· Presentations 
· Diary management

Software Skills: Microsoft Windows, Microsoft Office (Outlook, Word, Excel, Powerpoint)
EMPLOYMENT HISTORY

Advance Global Transport System




Feb 2013 to Jul 2015
ADMINISTRATIVE ASSISTANT
Working as part of a team and supporting the office manager. Responsible for the day-to-day tasks and administrative duties of the office including covering the reception area. 

Duties:

· Meeting and greeting clients and visitors to the office.

· Typing documents and distributing memos.
· Supervising the work of office juniors and assigning work for them. 
· Handling incoming / outgoing calls,   correspondence and filing.

· Faxing, printing, photocopying, filing and scanning.

· Organizing business travel, itineraries, and accommodation for managers. 

· Monitoring inventory, office stock and ordering supplies as necessary. 

· Updating & maintain the holiday, absence and training records of staff. 

· Responsible for purchase orders.

· Raising of purchase orders and invoice tracking.

· Creating and modifying documents using Microsoft Office.

· Setting up and coordinating meetings and conferences.

· Involvement in social media implementation.

· Updating, processing and filing of all documents. 

JEH Garcia & Associates





Jan 2010 to Jan 2013
ADMINISTRATIVE ASSISTANT

· Performed various secretarial/clerical duties such as documenting, photocopying, faxing, 
mailing, and organizing filing system.

· Answered telephones and transferred calls to appropriate staff members.

· Sorted and distributed incoming communication data, including faxes, letters and emails.

· Monitored and maintained the organization’s website.

· Interacted with organizational staff, executives, clients, vendors and visitors on a daily basis.

· Organized the scheduling of meetings, conferences, and events

· Coordinated agendas for meetings with various stake holders

· Arranged guest and travel accommodations
· Management of staff office space, weekly schedules, travel reports, phones, parking, credit 
cards and office keys.

· Maintained the office database – retrieved and organized information for individual 
employees and clients.

· Created spreadsheets and presentations for corporate executives.

· Purchased office equipment and supplies – contacted vendors and subcontractors.

· Established and implemented administrative policies and procedures for the office.

· Filed and recorded corporate documentation, electronic files, inventories and reports.
EDUCATION

Our Lady of Fatima University

2004 – 2009

Bachelor of Science in Nursing

ACHIEVEMENTS
· Supported staff effectively in assigned project-based work.

· Responsible for providing training and orientation to new employees.

· Interacted with organization’s Board of Directors to arrange attendance at meetings and 
recording/compiling and distributing the minutes. 

REFERENCES 
Available on request
Matthew Claus | ( Email: matthewclaus@asdfghjkl.com.au | ( Mobile:  XXXX XXX XXX

