123 ABC Blvd JANE PLANE

Anywhere, US 123456
999-555-1234 EXPERIENCED EXECUTIVE ASSISTANT
mail@mail.com

CAREER HIGHLIGHTS

Over 13 years of progressively responsible in management and business administration.

Achieved TS/SCI Clearance

Setved as an executive administrative support to senior officials.

Lead in operational support in the intelligence community.

Skilled in MS Office providing expert editing and revision techniques

Successful record of ensuing compliance with contracts issue al U.S. agencies, including
generating reports.

Expetienced in training and supervising support staff.

Excellent written and oral communication skills, strong 1

exceptional team player with a high degree of enthusiasg’commitment and dedica

CAREER PROGRESSION

e  Global Professional Solutions (GPS), Inc. Alexandria, VA 1997-2009
Highlights: Guided daily support to ISO900 Kimplementation and o ing quality assurance to the all ISO
policies and regulations after award; resulting ecord 6 months ompletion of ISO compliance;
Coauthored Personnel Manual that brought congg

and managed financial and operational infrastruc

° Defense Intelligence Ages

Us. Department of State
Office of th

Baccalaureate

e Anstec, Inc. Rockville, MD 1994-1997
Highlights: Served as a [i@#§#n between Program Directors, Managers and suppott staff to resolve contract
and personnel matters.

e U.S. Department of Interior Washington, D.C. 1990-1992
Highlights: Supervised the duties and activities of five documentation control specialist; Trained and
developed Juniot Documentation Specialists.




Jane Plane résumé continued

EDUCATION/TRAINING

Certified Legal Assistant/Paralegal Georgetown University
Certified Customer Setvice GPS

B.A., Business Management National-Louis University
A.A.. Business Administration Averett University

QUALIFICATIONS SUMMARY

Office Administration (GPS) 1995-2009
e Provided support to both headquarters and GPS on-site customers as
e Coordinated functions in support of corporate operations to
recruitment, benefits and compensation.
e Advised on programmatic problems and/or issues which regg
polices and precedents affecting the use of programs and
°

St., Executive Assistant
Timely and accurate g
Prepared, provided®®
Processed, developed,

ther similar activities including travel and lodging.
ated travel expense vouchers and reports.
ents for daily morning briefings.
rough use of structural processes and procedures.

Effectively maintaine@@nd provided an efficient work environment

Tax Assistant (Gannett, Co.) 1998-2000
e Developed managed, organized and maintained tax compliance files and central tax filing system.
e Organized general training sessions and maintained CPE hours for CPA’s in tax department.

Lead Documentation Control Specialist (DOI) 1990-1992
e Provided quality control for civil penalty documentation, archiving, scanning, imaging and indexing of
civil penalty case files for project supporting the U.S. Department of Intetior.
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Re: Executive Assistant Opportunities
Dear Future Employer,

With over 10 years of experience as an Executive Assistant; a strogg

obstacles that an organization entails, the Executive Assistant
ensure the overall success of the senior official or executive. In
successful organization.

svernment. My executive

e management and production of

asset to any assignment. Pr@
offer.

succes>
I look forward

Sincerely,

Jane Plane

Enclosure




