Ian Scott
868-555-2046 | ian.scott@example.com | Ellison, MN 55104
SUMMARY
Administrative assistant with more than five years of experience creating and maintaining efficient operations in office environments. Ability to multitask, prioritize, and answer a high volume of calls, all while maintaining a calm and professional demeanor that conveys a positive company image to clients and visitors. 
EXPERIENCE
Louff and Heller Law Practice, Polaris, MN 
                                       January 2017-Present
Administrative Assistant
· Oversee calendars, travel and expenses for +10 office staff and executives 
· Track office inventory and ordered new supplies on an as-needed basis
· Created a new filing system that helped staff find information more quickly as well as respond to customers 65% more accurately
Randall King, Real Estate Agent, Ellison, MN    

           February 2014-January 2017
Administrative Assistant
· Managed reception area, greeting visitors and responding to telephone calls
· Purchased necessary supplies and prepared properties for open houses
· Worked with clients to obtain signatures for financial documents
Johnson Productions, North Kirkland, MN 

      December 2012-February 2014
Administrative Assistant
· Reviewed resumes submitted for company openings and posted jobs to job websites
· Assisted with the creation of PowerPoint presentations for new business pitches
EDUCATION
Minneapolis Community and Technical College  
         January 2011-December 2012
Associate Degree, Administrative Professional Program
SKILLS
· 100 WPM typist
· Microsoft Office, Salesforce, Adobe Suite, SharePoint, Azure
· QuickBooks, Coupa, Sage 50 Pro Accounting, Oracle PeopleSoft CRM
· Workday, Concur, Greenhouse, Jobvite, Asana, Slack
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