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SUMMARY STATEMENT
[bookmark: _GoBack]
Motivated office manager with 2 years of hands-on experience supporting day-to-day operations in a fast-paced office. Skilled in organizing schedules, managing supplies, and improving internal systems. Known for staying calm under pressure, solving problems quickly, and keeping teams focused and on track.

Professional Skills:

Microsoft Office Suite - Google Calendar - Time Management – Communication - Budget Tracking - Customer Service - Scheduling Software - Team Support - Document Organization


WORK EXPERIENCE

Office Manager	May 20XX- Present
Clearview Dental Group, City, State
· Manage front office operations, including patient scheduling, billing, and supply orders
· Supervise a team of two receptionists and assist with hiring and training new staff
· Maintain digital records and ensure all documents are properly filed and updated
· Improve appointment scheduling system, reducing wait times by 20%
· Support management with daily reports and updates on office performance

Administrative Assistant	May 20XX- Dec 20XX
Sage Property Solutions, City, State
· Provided direct support to the office manager and handled daily administrative tasks
· Scheduled meetings, answered phones, and managed office emails
· Organized files, ordered supplies, and kept inventory records
· Helped prepare monthly expense reports and assisted with vendor communication


EDUCATION

Associate of Applied Science in Business Administration 
Houston Community College, City, State	May 20XX
[bookmark: h.gjdgxs]
Certification Name, Organization
	May 20XX
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