Dana Whitfield
(555) 010-0016  ·  danawhitfield@example.com  ·  Minneapolis, MN  ·  Target: Administrative Assistant
SUMMARY
Administrative assistant with 5 years supporting executives and a 120-person office. Manage three executive calendars and quarterly board logistics; cut office-supply spend 18% and keep expense-report cycles under 5 days.
EXPERIENCE
Professional Services Firm (Minneapolis, MN) — Administrative Assistant	Jan 2023 – Present
1. Support 3 executives: calendars, travel and meeting prep across time zones with zero double-bookings this year
1. Coordinate quarterly board meetings for 15 attendees — agendas, materials, catering and minutes
1. Process 60+ expense reports monthly; average reimbursement cycle held under 5 business days
1. Renegotiated supply and catering vendors; office spend down 18% year over year
Nonprofit Organization (Minneapolis, MN) — Office Assistant	Jun 2020 – Dec 2022
1. Ran front-desk operations and room scheduling for a 40-person office; introduced a shared booking calendar
EDUCATION
Community College — A.S. in Office Administration	Aug 2018 – May 2020
SKILLS
1. Microsoft Office and Google Workspace (advanced calendar/mail management); expense systems
1. Meeting minutes, travel booking, vendor coordination; notary public
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