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	Amily Willow
205, North Street, Johnson City, Alabama (582) 89524564
Administrative Assistant

Strong written & oral communication skills, interpersonal and organizational skills with proven capability to multi-task. 

Professional Experience

Maple Systems, Asheville – $1.5 billion Annual Sales               2003—present 

Held positions of high responsibility for this automotive ancillary company with clients in Gujarat, Tamilnadu and West Bengal. 

Administrative Assistant                                       2006—present
· Providing administrative support to various departments head and prepare direct reports 

· Coordinating on site and off-site meetings of delegates and administrative heads. 

· Maintain machinery tracking records, and manage direct vendor relations. 

· Plan and organize various corporate agendas, events and travel arrangements. 

Administrative Assistant / Word processor                        2003—present
· Worked as document management support and prepared numerous corporate presentations, financial spreadsheets and organizational charts. 

· Actively supported strategic planning and document preparation activities. 

· Played a key role in shift from DOS platform to LAN platform and useful Ms-office modules. 

Computer Skills

Computer proficiencies include Microsoft word, Excel, PowerPoint, Office, Adobe Photoshop, CorelDraw, HTML, Internet browsing capabilities. 
Education

University of Auburn 
Coursework in Business Administration, Auburn, Alabama



	Amily Willow
205, North Street, Johnson City, Alabama (582) 89524564
 行政助理
优秀的书面及口语沟通能力，良好的人际与组织能力，熟练的多任务处理能力

职业经验
枫树系统，阿什维尔 – 15亿美元年销售额                            2003年至今 

为古吉拉特邦，泰米尔纳德邦和西孟加拉邦自动辅助公司的客户提供行政支援 
行政助理                                                        2006年至今
· 为各部门负责人直接报告和准备提供行政支援 

· 为现场和非现场的代表以及行政部门领导提供会议协调 

· 保持机械记录跟踪，并直接管理供应商关系
· 策划和组织各种公司日程，活动和旅行安排 

行政助理/文字处理操作员                                         2003年至今
· 文件管理支持，为众多公司编写简报、财务报表和组织结构图。
· 积极支持战略规划和文件的制定工作
· 从DOS平台转移到局域网平台和微软办公模块发挥了关键作用 

电脑技能
熟练操作包括Microsoft word, Excel, PowerPoint, Office, Adobe Photoshop, CorelDraw, HTML, 以及良好的网络搜索能力
教育背景
奥本大学
工商管理课程，奥本，阿拉巴马州




