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SAMPLE FUNCTIONAL RESUME

Nancy Yancy
111-11 111 Street
Queens, NY 11111
(347) 111-1111
nyancy @yahoo.com

SUMMARY
» Executive Assistant with ten successful years ghag quality administrative support
senior level executives and directors. Extensiygedrnce coordinating and oversee
presentations, meetings, special events and ps. Outstanding organizational a
problemsolving abilities with strong background in officenagement, proje
coordination, presentation preparation and staffitng. Excellencustomer service
communication and technology skills with computesfigiency.

CAREER EXPERIENCE
Administration
* Research, compose and package proposals for fuadergie:
» Coordinate and manage summits, meetings, confecaliseand specievents.
* Prepare PowerPoint presentations and update Exesdsheets for internand external
distribution and trainin
e Supervise and train administrative assist
» Draft and type coespondence, manage repchandle extensive travel arrangeme
Training and Development
* Prepared and disseminated nationwide training pragrforXXX Corporation
* Instructed 20+ technical and user personnel irsobasn settings throughout t
Northeast.
* Provided training to clients to administer compuiteracy assessments to stude
seeking college admissic
Customer Service
* Processed ordersid ensured accurate information was distributeddmodimentec
* Served as a liaison between customers and busgeseasure the quality of servic
» Coordinated and supervised installations, upgratisspnnections and relocations
new and existinglents
» Prepared tracking spreadsheet via Excel to moddaiy work schedule

CAREER HISTORY

2002 — 2007 Executive Assista YYY Corporatior New York, NY
2000 — 2002 Program Assista AAA Company  New York, NY
1998 - 2000 Sysis Training Consulta BBB Co., Inc. Trenton, NJ
1996 — 1998 Customer Service Representative DDD Corporatidlew York, NY
EDUCATION

Hunter College, New York, N

* Masters of Arts, Major, Urban Studies (expectec dditgraduation, June, 29)
Metropolitan College of New York, New York, M
» Bachelor of Arts, Major, Human Resous



