Olivia Bennett
San Diego, CA | (619) 555-4721 | olivia.bennett@careerhub.com | linkedin.com/in/oliviabennettpro
Professional Summary
Highly organized Administrative Assistant with 6+ years of experience supporting senior leadership and optimizing daily office operations. Proven ability to manage high-volume calendars, coordinate complex travel, prepare polished reports, and streamline workflows. Recognized for strong communication, proactive problem-solving, and maintaining exceptional accuracy in fast-paced environments. Proficient in Microsoft Office Suite, Google Workspace, Asana, and Salesforce.
Key Skills
• Calendar & Inbox Management
• Travel Planning & Itinerary Coordination
• Document Creation & Digital Filing Systems
• Vendor Relations & Office Supply Management
• Microsoft Office (Word, Excel, PowerPoint, Outlook)
• Google Workspace (Docs, Sheets, Calendar, Drive)
• Salesforce CRM & Data Entry
• Professional Communication & Client Support
• Workflow Optimization & Time Management
Professional Experience
Administrative Assistant
HarborPoint Consulting Group – San Diego, CA
Feb 2020 – Present
• Provide daily administrative support to 4 executives, overseeing scheduling, travel logistics, and client communications.
• Implemented an automated calendar system that reduced meeting overlap by 45%.
• Coordinated monthly leadership meetings, preparing agendas, minutes, and follow-up task summaries.
• Managed office purchasing and vendor contracts, lowering supply costs by 18% through strategic sourcing.
• Respond to 60+ client emails weekly, ensuring accurate information and timely resolutions.
Office Support Specialist
BlueRiver Insurance Solutions – La Jolla, CA
Sept 2016 – Jan 2020
• Maintained front-office operations, including phone support, appointment scheduling, and mail distribution.
• Assisted with insurance documentation, policy updates, and confidential client record maintenance.
• Digitized over 1,000 historical files, reducing document retrieval time by 50%.
• Supported the HR team with new employee onboarding materials and training coordination.
• Prepared weekly data reports used by management to track customer service trends.
Education
Associate of Science in Office Administration
San Diego City College – San Diego, CA
Graduated: 2016
Certifications
• Microsoft Office Specialist (Word & Excel) – 2018
• Certified Administrative Professional (CAP) – 2022
Additional Information
• Languages: English & Intermediate French
• Volunteer: Administrative lead for San Diego Food Bank community drives (2019 – Present)
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