CONTACT
(212) 555 - 5555   YOURNAME@MAIL.COM ] www.yourwebsite.com 
YOUR LOCATION   
LOCAL OFFICE ADMINISTRATOR
EXPERIENCE
LOCAL OFFICE ADMINISTRATOR – BLUE TOP SPACES COMMUNITY PROJECT
JAN. 2018 - DEC. 2019
●	Giving calendar management support; scheduling meetings, arrange alternate representation in the manager’s absence and assist with delegating authority.
●	Managing schedules, coordinating assignments, directing telephone queries, and providing important contact interfacing for Assistant General Manager.

LOCAL OFFICE ADMINISTRATOR – BLACK SWAN COUNTRY CLUB
DEC. 2016 - NOV. 2018
●	Liaising with Parking Garage Management and Property Management; managing and coordinating transponders and building access fobs for staff.
●	Supervise office cleaner’s work, keep the office safe, clean, and orderly, and oversee the office assistants’ work in branch offices.
SYSTEMS ENGINEER - MERCEDES
OCT. 2016 - SEP. 2014
●	Assisting new workers with the office set up (i.e., email, phone, computer, etc.)
●	Answering phones, scheduling meetings, maintaining calendars
Junior Local Office Administrator with three years’ experience in a Governmental IT division. Impassioned team player with strong organizational skills and the capabilities to manage administration on large- scale projects.
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    EDUCATION
2017 – 2019 
Diploma in Municipal Management 
University of Colorado

2012 - 2015 
Certified Administrator 
                                              Westwood College
     PROFILE
 	CONNOR GREEN	
SKILLS
LANGUAGES
 FLUENT IN ENGLISH + GERMAN CONVERSATION IN SPANISH
TECH EXPERTISE 
HOOTSUITE, ADOBE, VISUAL  LAYOUT, MARKETINGBIZ
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