[YOUR NAME]
[City, State] | [Phone] | [Email] | [LinkedIn or portfolio]
SUMMARY
[Administrative background] supporting [team or office type] with [relevant responsibilities].
EXPERIENCE
[Job title] | [Organization]
[City or Remote] | [Month Year - Present]
[Coordinated] [schedule or activity] while handling [constraint].
[Maintained or prepared] [record or document] for [audience or process].
[Previous job title] | [Organization]
[City or Remote] | [Month Year - Month Year]
[Describe a relevant responsibility or achievement from this role].
OFFICE SKILLS
[Scheduling or coordination skill] | [Records or document skill] | [Relevant office process]
TOOLS
[Relevant software or system] | [Tool you can use confidently]
EDUCATION
[Degree or qualification] | [Institution]
[Graduation year or expected graduation] | [Relevant coursework, if useful]




