Megan Hall
Office Assistant
megan.hall@example.com  |  +44 7XXX XXXXXX  |  Nottingham
ABOUT ME
For three years I have worked in executive support and office tasks. I run calendars, correspondence and filing in an orderly, timely way.
WORK EXPERIENCE
Office Assistant — Example Consulting   2022 – Present
1. Managed the manager’s calendar and meeting arrangements
1. Filed and archived incoming and outgoing correspondence and documents
1. Followed office supply orders and kept in touch with suppliers
Reception and Admin Support — Demo Office   2020 – 2022
1. Answered the phone and greeted visitors
1. Organised meeting room bookings
EDUCATION
Diploma in Office Administration — Example College   2018 – 2020
SKILLS
Calendar management, Correspondence and filing, Meeting organisation, MS Office, Answering calls, Travel planning
LANGUAGES
English (Native), French (B2)
