Name

Address, city, state, zip code

Contact phone # - email address

OBJECTIVE (for an assistant job in the publishing industry)
To find an assistant position in the publishing world that utilizes my knowledge of the industry and meticulous editing skills. Superior knowledge of computer systems, design, and analytical projects. Strong organizational and multitasking skills. Dynamic team member.
SKILLS

Computer:  Word, Excel, PowerPoint, Access, Outlook, Photoshop, FileMaker Pro, MAC & PC
Administrative:  Possess excellent organizational, analytical and verbal/written communication skills

Language:  Fluent in French and studied Latin

PROFESSIONAL EMPLOYMENT EXPERIENCE

Company Name, City






Month/YYYY – Month /YYYY 

(Ex: Jan 2013 – current) 
TITLE (indicate if temporary position or an internship)

· Bullets with job duties

· Provided administrative/recruiting/assistance for the Director of Recruiting and attorneys

· Answered a high volume of telephone calls and greeted clients, vendors, and VIP personnel

· Coordinated appointments, meetings, travel arrangements, conferences, conference calls, interviews, 
photo sessions, special events, and dining engagements

· Processed travel/entertainment expense reimbursements and invoices for payment

· Generated/distributed confidential correspondence, presentations, spreadsheets, reports, and budgets

· Reviewed/secured approval for contracts and marketing materials

Company Name, City






MM/YYYY – MM/YYYY

TITLE (indicate if temporary position or an internship)

· Provided administrative assistance for the Director of the Princeton Review Online

· Answered a high volume of telephone calls, greeted clients, and purchased/shipped materials to clients

· Composed/distributed correspondence and memos for meetings

· Generated and distributed quarterly budget reports

· Updated contact management database and filing system

· Screened/conducted initial telephone screening of Ivy League educated candidates to teach/mentor students

· Scheduled and staffed courses

· Communicated with clients to obtain feedback/recommendations to continuously improve services

TEMPORARY EMPLOYMENT EXPERIENCE & INTERNSHIP

X, Long-term temporary assignment, Assistant to Partner (2003)
· Provided administrative assistance for the Founding Partner

· Answered telephone calls, greeted clients, and created/maintained client database

· Conducted legal research/investigations and made court appearances with/and on behalf of attorneys

X, Internship, Assistant to Fashion Accessories Editor (2002)
· Provided administrative assistance for the Fashion Accessories Department

· Assisted with selecting new inventory for upcoming issues

· Scheduled, attended, and assisted with photo shoots

· Reviewed designer look books

EDUCATION

B.A. in Political Science, X University - 2002

Harvard University, Political Science Summer Program, 2000

L’Université de Bruxelles, audited courses in Political Science, 1996-1997
List extracurricular activities 
