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Professional Summary
Administrative manager with 10 years of experience supporting executive operations, vendor coordination, budget records, office workflows, and polished business communication.
Core Skills
Executive support | Office operations | Calendar management | Vendor coordination | Budget tracking | Meeting materials | Records management | Microsoft Office
Professional Experience
Administrative Manager, Barton Hill Partners | Boston, MA | 2022-Present
· Managed executive calendars, vendor relationships, budget records, and office operations for a 65-person professional services firm.
· Standardized recurring reports and meeting materials so leadership received consistent information before planning and client decisions.
· Improved document organization by introducing naming rules, archive folders, and monthly record checks across administrative teams.
Operations Specialist, Eastview Advisory | 2018-2022
· Coordinated travel, invoices, client correspondence, and leadership meetings with careful attention to accuracy and confidentiality.
· Maintained office supply, contract, and vendor records while supporting onboarding and internal communication.
Coordinator, Copley Business Services | 2016-2018
· Maintained accurate project records, customer or stakeholder updates, recurring reports, and follow-up actions for managers and cross-functional teams.
· Improved day-to-day execution by organizing documentation, tracking open tasks, and communicating status changes before deadlines.
Selected Projects
· Records Cleanup: Consolidated contract, vendor, and budget folders using consistent naming standards.
· Leadership Meeting Packets: Created templates for agenda, action items, and supporting data.
Education
Bachelor of Science in Business Management, Northeastern University
Certifications
Certified Administrative Professional | Microsoft Office Specialist
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