	About
Dependable administrative manager with polished communication, records discipline, and steady executive support.
Contact
Seattle, WA
resume@example.com
555-014-2098
linkedin.com/in/avery
Skills
Executive support
Office operations
Vendor coordination
Budget tracking
Records management
Tools
Microsoft Office | Outlook | Excel | SharePoint | QuickBooks
Education
B.S. Business Management, Northeastern University
	Avery Morgan
Administrative Manager
Profile
Administrative manager with 10 years of experience supporting executive operations, vendor coordination, budget records, office workflows, and business communication.
Work History
Administrative Manager, Barton Hill Partners | 2022-Present
· 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.
Selected Projects
· Records Cleanup: Consolidated contract, vendor, and budget folders.
· Leadership Packets: Created agenda, action item, and data templates.


