Administrative Assistant Resume Template
Sid Harris
Torrance, LA, California
Phone: 0818- 554-5462
harris@gmail.com
Objective
I am looking to work in an administrative capacity.
Summary of Qualification
· Excellent writing and organization skills
· My 5-years experience in a manufacturing plant for a large auto manufacturing company has given me excellent experience in working in a corporate environment.
Career Experience/Job History
2005 – Present: Administrative Assistant to the Operations Manager, Ford Motors, Detroit
· Ensure proper documentation are updated and maintained for each car coming out of the assembly plan for shipping.
· Update shop floor workers of any corporate news, bulletins and other HR announcements.
· Schedule regular meetings with shop floor supervisors and ensure they cascade all important announcement to their respective units.
· Coordinate with building administrator for any issue or concern affecting assembly operations resulting from impairment in electrical, hydraulic and pneumatic systems.
· Coordinate with HR all employee concerns and issues if not resolved at the shop floor level
Education
2002-2005: Bachelor of Arts in Commerce (undergraduate), UCLA
Professional reference will be furnished upon request

