John Doe

123 Any Streel, Amywhere, WA 01632
Plhecaee: SS5-123-28T6
Emmuail: joloadhpong o, coam

ADMINISTRATIVE SUFFORT:

Skiled Administrative Professional wilk 8 variely of exparence. inclisding sirategs plannag
im A variety of fasi-paced emannments. Abdity o problem-sabee under the maost difScull of

crcumstances. Willingness 1o keam from supenors ond pears, while paying closa attention to
detail, Waell-honed arganizational skils and sducatianal backgraurd

FROFESSIONAL EXPERIENCE:

Fatvaary 2070 N.E. House Partnership
oy Belecaton Begresantatree
AP0 = Scheduled apagirmants with particisants o calculate thair rent sharm.

= Waried family compasition, ncodme, student sialues and nlerpreled Base amvd conlract
agreaments and progaram regulations.

» Eriered datn and updabted ienam infermation on cur agency wide racker compuber
sysbam. Tracked, supprested, lerminabed. and released subsidy Dayments 1o propedy
CWTIETS i 8 AEmely Fashion.

# Fpunded the Standard Operations and Procedurnes Commiies, an ntemal commities that
worked to create docwsmentation outining the responsibiities of relocation represerathees

Boston, Ma

Fabvoary 2008 EDE Insurance
ta Sopecial Assisiant
Apni 2008

= Drganiesd the colaits of Spasial ewenms.

= Lipdated files, archives, stluden reconds and conlact datpbeses.,

» Contacied potential business partnors 1o schadule meetings and handied genermal phone
calls.

Springfield, MA

Duotodhey 20006 EB Univeraity Worcester, M
ta Lifice Assisiand
: I = Crganized survey data ard tranafered the information inbo an @asy 1o Tollow document.
# Sonfed gnd labeled mass keiers 10 the BB University comsmunity and conducted cffice i
office dedrenes
= Asambed the multiculural education stalf with special projects such as the BB U, studem
rip 0 the 2009 inawguradion.

EDUCATHON:

20048 Stabe Univorsity
Bacheier ol Ans Political Sckencs GPA- 3.5
= Laadership Experence. Student Linicn

* Spread cultunal awareness and promobed diversity on campus
& Hosled educational discusssions and community Serdoe ocpporunilies



