EMMA SANCHEZ

Administrative Manager

hello@reallygreatsite.com | 123-456-7890 | 123 Anywhere St., Any City

PROFESSIONAL SUMMARY

Results-driven Administrative Manager with 8+ years of experience leading office operations, HR support,
budgeting, procurement, and cross-functional coordination. Proven ability to optimize administrative processes,
reduce operational costs, and support senior leadership with high-level reporting and organizational planning.
Skilled in team leadership, policy development, compliance systems, and project execution.

WORK EXPERIENCE

Administrative Assistant Oct 2023 - Present
Arowwai Industries

¢ Managed daily administrative operations for a 120+ employee organization, ensuring smooth workflow,
scheduling, and resource allocation.

¢ Implemented a digital document management system, reducing retrieval time by 45% and improving audit
compliance.

¢ Led a team of 8 administrative staff, overseeing task distribution, training, and performance evaluations.

HR & Employee Support Oct 2021 - Oct 2023
Arowwai Industries

¢ Oversaw HR administrative functions for 150+ employees, including personnel files, attendance tracking, and
payroll documentation.

¢ Designed onboarding programs and conducted orientation sessions, reducing early employee turnover by
12%.

¢ Managed internal communication and assisted HR leadership with performance evaluations and employee
relations tasks.

Office Coordinator Oct 2020 - Oct 2021
Arowwai Industries
e Supervised daily office operations, coordinating administrative tasks, vendor communication, and supply
management.
¢ Monitored office inventory and implemented cost-saving procurement methods, lowering supply expenses
by 18%.
e Assisted in budget preparation, monthly reporting, and workflow documentation.

EDUCATION
Bachelor of Business Administration Foundation in Business Administration
University of Business Excellence Borcelle University
¢ Final CGPA: 3.90 ¢ Final CGPA: 3.80
Jan 2019 - Feb 2021 Jan 2018 - Dec 2018
SKILLS
¢ Office Administration & Operations * Procurement & Vendor Management
® SOP Development & Process Optimization ® Team Leadership & Training

* Budgeting & Cost Control * HR Administration & Onboarding
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