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Proin gravida nibh vel velit auctor aliquet. Proin gravida nibh vel velit auctor aliquet. Aenean sollicitudin, lorem quis
bibendum auctor, nisi elit consequat ipsum, nec sagittis sem nibh id elit. Duis sed odio sit amet nibh ipsum.

Executive Personal Assistant - Company / Location
MONTH YEAR - Present

Collaborated with the CEO to prepare meeting material, digitize historic actuals, and manage database entries.
Coordinated the CEO and operations managers’ schedules during business trips, increasing efficiency by 15%.
Implemented SSL document encryption to ensure confidentiality and ensure compliance with the CCPA.
Defined procedures for encryption, retrieval, transfer, and disposal of records, increasing document security by
77%.

Designed 12 social media and blog content campaigns, increasing online engagement by 28% and conversion
by 13%.

Executive Personal Assistant - Company / Location
MONTH YEAR — MONTH YEAR

Performed professional errands for the CEO and president of the company.

Liaised with investors and potential business partners, resulting in a $45K increase in third-party investments.
Answered phone calls and email queries within 24 hours from clients, investors, partners, and management.
Edited and proofread letters, articles, and other written work from the CEO, CFO, and president, ensuring 100%
accuracy.

Scheduled weekly meetings and appointments for all major high-level executives to discuss important company
matters.

Project Experience

| was given the responsibility of promoting the company to investors and business partners. My success resulted
in significant profits for the company.

Managed the schedules of all high-level executives. This responsibility included scheduling flights, meetings,
and other essential events.

Was the chief manager of social media at the company. This role involved managing several employees below
me while maintaining my responsibilities to higher executives.

High School Diploma - Hawthorne Math and Science Academy
MONTH YEAR

GPA: LIST
AWARD
AWARD

DEPARTMENT - SCHOOL
MONTH YEAR

GPA: LIST
AWARD
AWARD

Expertise

Written communication
Client negotiation
Conflict resolution

Call handling
Teamwork

Licenses & Accreditations

Certified Professional Executive Assistant
Certified Executive Administrative Professional
International Association of Administrative Professionals Certification



