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PERSONAL DETAILS
Name




Damien Le Grand
Address



143 Maine ave, New York, new York
10026, United States
Telephone



890-545-0401 

E-mail




email@email.com
Nationality     



American

Driver’s licence


Full
PROFILE
Current graduate of Trinity College’s Executive Management degree program with two years’ experience working in office administration. Managed a financial planner’s scheduling an appointment preparation as a permanent office assistant while completing studies. Looking to employ my present organizational and business skillset in a C-level office.
WORK EXPERIENCE
2017 -  Now :  Executive Assistant

    
Liberty Life, New York, NY
Responsible for managing all aspects of the CEO’s professional schedule and personal schedule from calendar management through to concierge duties.

· Managing the CEO’s calendar, which includes scheduling several daily

speaking engagements and meetings.

· Coordinating international business trips through flight bookings, hotels

and arranging compulsory meetings, often with senior government/

corporate representatives.

· Responding quickly to CEO’s requests for information, liaising with other

internal teams to compile necessary info. 

· Preparing meeting brief packages daily. 

2013 -  2017:  Executive Assistant
Allan Gray, Tucson, AZ
Primary responsibility is administrative and scheduling support for the Senior Director and Assistant Director of a large marketing division consisting of 250 employees
· Arranged visas, personal and professional travel schedules, and accommodation on behalf of the manager.

· Intermittently accompanied the manager on international assignments, took notes or dictation at meetings, and provided usual assistance during presentations.

· Screen inquiries, calls, and requests and dealing with them correctly.

· Meet and greet visitors to the manager’s office

EDUCATION
2011- 2016: 
Bachelor of Science in Business Administration

   
New York University

2008 – 2010   High School Diploma



Regis High School


 
ACTIVITIES
2018 – Now
Volunteer – Fire Department Local County
2017 – Now
National Guard Volunteer – Ministry of Defense
2010 – 2012
Treasurer of the local Tennis Club
2007 – 2008 
Member of the Free Masons 
COMPETENCIES
Computer skills:
Fully comprehensive with the following software:

· MS Office
· Powerpoint
· Adobe
Competencies: 
Organized, Diligent, Reliable, Communicator, Team Player
COURSES
2019 – 2019
Certified Personal Assistant – Advanced Certified in 2019.
HOBBIES AND PERSONAL INTERESTS
Interests: Mountain Biking, Arduino Programming, Paragliding, Running

REFERENCES
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