	[image: ]
Noah Carter
Administrative Manager
Contact
noah.carter@email.com
555-019-2844
San Diego, CA
linkedin.com/in/noahcarter
Skills
Executive support
Office operations
Vendor coordination
Budget tracking
Records management
Languages
English: Native
Spanish: Professional
Tools
Microsoft Office | Outlook | Excel | SharePoint | QuickBooks
	Profile
Administrative Manager with 8 years of experience in classic work, cross-functional delivery, measurable process improvement, and clear stakeholder communication. Known for turning complex priorities into practical systems, clean documentation, and outcomes hiring teams can quickly understand.
Work Experience
Administrative Manager, Barton Hill Partners
January 2022 - Present | Remote
· Managed executive calendars, vendor relationships, budget records, and office operations for a 65-person firm.
· Standardized reports and meeting materials so leaders had consistent information before decisions.
· Improved document organization through naming rules, archive folders, and monthly record checks.
· Mentored peers on documentation quality, stakeholder updates, and repeatable delivery practices.
Classic Operations Specialist, Meridian Productivity Group
July 2018 - December 2021 | Austin, TX
· Built reliable operating rhythms, reporting views, and project trackers for cross-functional teams.
· Reduced recurring follow-up gaps by clarifying owners, due dates, and escalation paths.
· Partnered with managers to turn customer and internal feedback into practical workflow changes.
Project Coordinator, Brightpath Digital
June 2016 - June 2018 | Phoenix, AZ
· Prepared project notes, dashboards, client updates, and handoff documentation for delivery teams.
· Improved shared file structure and template quality across recurring project workflows.
Education
B.S. Business Management, Northeastern University | 2016
Professional Certificate in Data-Driven Operations | 2021
Selected Projects
· Records Cleanup: Consolidated contract, vendor, and budget folders.
· Leadership Packets: Created agenda, action item, and data templates.
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