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Professional Summary
Highly organized and dependable Personal Assistant with 6 years of experience supporting executives and managing daily operations. Skilled in calendar management, travel coordination, and confidential communication. Known for strong attention to detail, problem-solving ability, and maintaining discretion in fast-moving environments.
Core Skills
· Calendar & schedule management
· Travel planning & coordination
· Email and correspondence handling
· Event planning & logistics
· Confidential document management
· Office administration
· Vendor coordination
· Time management and multitasking

Professional Experience
Senior Personal Assistant | Private Executive Office | City, State
March 20XX – Present
· Manage complex calendars, scheduling meetings, appointments, and international travel
· Coordinate events, including business meetings and private functions
· Handle confidential communications and sensitive documents with discretion
· Act as liaison between executive and internal/external stakeholders
· Streamline administrative processes to improve efficiency
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June 20XX– February 20XX
· Supported senior executives with daily administrative tasks
· Organized travel arrangements, including flights, accommodation, and itineraries
· Screened calls and managed email communication
· Maintained filing systems and handled expense reports
· Assisted in planning corporate events and meetings

Education
Bachelor’s Degree in Business Administration
City Community College, City, State
Graduated: May 20XX

Additional Skills
· Proficient in Microsoft Office Suite and Google Workspace
· Basic bookkeeping and expense tracking
· Strong written and verbal communication
· Fluent in English; conversational Spanish
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