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	Personal Statement
Self-motivated Office Administrator/Administrative Assistant with 5+ years of experience in running offices smoothly and efficiently. Adept at providing exceptional customer service in fast paced environments. Seeking a position at [Company Name] to increase overall office efficiency and reduce costs.

	E
	your-name@email.com
	
	

	A
	41–49 Abbey Street, Derby, DE32 3SJ
	
	

	L
	linkedin.com/in/your-name
	
	

	

	Work Experience

	

	Office Administrator, PWC
	Derby | 2021–Present

	

	· Act as liaison between 40+ vendors and the organisation’s upper management, seamlessly coordinating all services for three office buildings 
· Assist and support 140+ employees through continuous change, championing broader thinking, and creating a transparent environment of open communication and clear expectations
· Handle a wide range administrative requests and complete daily staffing and financial reporting such as processing payroll and maintaining records

	

	Office Administrator, Unilever
	Portsmouth | 2019–2021

	

	· Contributed to the recruitment process of 20+ new employees by conducting interviews, training and on-boarding of part-time and full-time employees
· Increased operational efficiency by 90% by managing projects in Microsoft Office, maintaining order, and ensuring efficient service deliveries
· Coached 10 employees on administrative duties and procedures, company policies, performance standards

	

	Administrative Assistant, Rio Tinto
	Portsmouth | 2016–2019

	

	· Managed office inventory monthly budget worth £1,500, restocked supplies, and placed purchase orders to maintain adequate stock levels
· Saved the company £2,000 yearly by creating new filing and organisational practices
· Handled various office tasks such as generating reports and presentations, setting up for meetings, and ordering office supplies

	

	Education

	

	University of Portsmouth, Portsmouth
	2013–2016

	

	BA (Hons) Business Administration — Upper second-class honours (2.1)


	

	Portsmouth High School, Portsmouth
	2005–2012

	

	A-Levels: Business Studies (B), History (C), Maths (B)
GCSEs: 10 A*–C, including English, Maths, and ICT

	

	Additional Skills

	

	Keen attention to detail and strong decision-making skills to manage multiple concurrent tasks with a high degree of accuracy
	
	Technically proficient in Microsoft Excel, Microsoft Suite, database management, and database administration

	
	
	

	Solid expertise in documentation and reporting, meetings facilitation, and team management 
	
	Excellent multitasking and prioritization skills, public speaking, conflict resolution, and communication

	

	Hobbies & Interests

	

	
	Painting 

	

	
	Hiking

	

	
	Cycling
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Dear Reader,
 
Our goal at CV Genius is to provide you with the resources you need to get the job you want, and having a professional-looking CV is an essential part of that mission. 

That’s why each one of our CV templates is carefully created to make your application look polished and easy to read. Additionally, our templates are designed to help your CV get past the Applicant Tracking System software that many large employers use to scan through applicants. 
 
However, writing an impressive CV isn’t only about the template you use. Make sure your CV also highlights your qualifications, skills, and experience by using our free resources and reading our articles written by certified career coaches:
· How to write a CV
· CV layout
· CV examples by industry
· CV maker
 
After you’ve finished writing your CV, download a matching cover letter template and write a cover letter tailored to the position you’re applying for to give your job application an extra boost. 

Here are some of our most helpful cover letter resources to help you accomplish that:
· Cover letter builder
· Cover letter examples
· How to write a cover letter
· Cover letter format
 

Best regards,
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