First Last
Entry-Level Executive Assistant
WORK EXPERIENCE						
Position                                                    Nov 2015 – Present
· Most relevant responsibility
· Most relevant achievement
· Most relevant responsibility
· Most relevant achievement
Position                                                    Nov 2015 – Present
· Most relevant responsibility
· Most relevant achievement
· Most relevant responsibility
· Most relevant achievement
VOLUNTEERING ACTIVITIES AND EXTRACURRICULARS
Project or Company you volunteered for
Position                                                  Nov 2012 – Nov 2013
· Most relevant responsibility
· Most relevant achievement
· Most relevant responsibility
· Most relevant achievement
PROJECTS								
Project Topic                                           Nov 2012 
· Most relevant responsibility
· Most relevant achievement
· Most relevant responsibility
· Most relevant achievement
Project Topic                                           Nov 2013 
· Most relevant responsibility
· Most relevant achievement
· Most relevant responsibility
· Most relevant achievement

CONTACT				
· (Address)
· (Phone No)
· (Email)
· (LinkedIn URL; Optional)

SKILLS					
· Skill 1
· Skill 2
· Skill 3
· Skill 4
· Skill 5
· Skill 6
· Skill 7
· Skill 8
· Skill 9
· Skill 10
EDUCATION				
Institution
BSC in XXXXXXXXXXX
[bookmark: _GoBack]Year of Study

OTHER					
· Certifications:


· Trainings:

