
NAME
TITLE
000-000-0000 / EMAIL / CITY, STATE, ZIP

Profile Motivated and eager to kick-start a career as a virtual assistant, seeking a position to gain hands-on
experience and contribute to organizational success. With a strong aptitude for organization, excellent
communication skills, and a proactive mindset, I am dedicated to providing reliable administrative
support.

Experience Office Assistant - Company / Location
MONTH YEAR - Present
● Worked in the school office during the student’s free period and before or after school as necessary.
● Helped fix issues with the office copier and other technology as needed.
● Assisted the office staff with scheduling, visitor admittance, and other tasks to ensure a safe

environment.
● Lead tours to prospective students and families and be a role model for the school during such

tours.
● Gave the morning announcements over the loudspeaker to ensure students and faculty are aware

of upcoming events.

Volunteer Library Assistant - Company / Location
MONTH YEAR – MONTH YEAR
● Collected books from the return and organized them before returning them to the shelves.
● Asked library patrons if they needed any help finding materials and helped them as needed.
● Worked with the library staff to coordinate schedules and tasks during volunteer shifts.
● Helped patrons who needed to access the copier, pay late fees, and complete other tasks.
● Assisted with opening and closing the library based on the scheduled work hours for the day.

Project Experience
● I helped my local library digitize a list of titles on hand to help patrons learn when books are in

without having to visit.
● I worked with the school office to design an office with a better layout that is easier to navigate.
● I directed school visitors to their proper classrooms when they came to volunteer.

Education DEPARTMENT - Central High School
MONTH 2020
● GPA: LIST
● AWARD
● AWARD

DEPARTMENT - SCHOOL
MONTH YEAR
● GPA: LIST
● AWARD
● AWARD

Skills Expertise
● Time management
● Teamwork
● Ability to learn quickly
● Technology
● Leadership

Licenses &
Accreditations Licenses & Accreditations

● Lorem quis bibendum auctor, nisi elit consequat ipsum
● Lorem quis bibendum auctor, nisi elit consequat ipsum


