
DANIEL WRIGHT
Front Office Administrator

dwright@email.com (123) 456-7890 New York, NY

LinkedIn

WORK EXPERIENCE
Front Office Administrator
Conde Nast

2019 - current New York, NY
Managed front desk operations, ensuring a professional
and welcoming atmosphere for visitors and staff
Utilized Microsoft Office Suite for document creation and
organization, maintaining accurate records and reports
Coordinated office communications using Slack, which
enhanced team productivity by 87%
Assisted in project management and task delegation with
Asana, ensuring timely completion of tasks

Assistant Office Coordinator
Glossier

2016 - 2018 New York, NY
Scheduled meetings and appointments using Google
Calendar and organized documents with Google Drive,
reducing scheduling conflicts by 78%
Conducted virtual meetings efficiently via GoToMeeting,
ensuring effective remote collaboration
Oversaw expense reporting and tracking using Expensify,
maintaining 99% accurate financial records
Maintained accurate records and reports using Microsoft
Office Suite and enhanced data integrity by 94%

Data Entry Clerk
ViacomCBS

2014 - 2016 New York, NY
Verified data with a high level of accuracy, ensuring data
quality and consistency 99% of the time
Used Microsoft Office Suite for data processing, which
reduced data retrieval time by 73%
Aided in maintaining a well-organized office environment
and coordinating administrative tasks, improving team
productivity by 86%
Supported team communication and project coordination
using Slack, enhancing efficiency of team work by 54%

EDUCATION
Bachelor of Science
Business Administration
New York University

2010 - 2014
New York, NY

SKILLS
Microsoft Office Suite
Slack
Microsoft Outlook
Salesforce
Asana
Google Calendar
Google Drive
GoToMeeting
Expensify
Google Workspace

https://linkedin.com/

