	Jordan Ellis
	4321 Nice Drive,
Seattle, WA 
jordanellis@email.com
444.555.0666

	
	

	Objective
	A beacon of focus and determination, poised to unveil a symphony of enhanced organizational performance rhythms. A canvas of analytical brilliance and team synergy awaits to paint the corporate landscapes with hues of innovation and success.

	
	

	Skills & Abilities
	· Communication
· Teamwork
· Adaptability
· Time Management

	
	

	Experience
	Administrative Support 
Jan 20xx - Present
Crafting tapestries of administrative excellence through impeccable document management, organizational strategies, and a continuous flow of innovative solutions, contributing profoundly to the realms of organizational success. 

Intern 
Jan 20xx – Dec 20xx
Immersed in the ocean of diverse administrative wonders, sailing the ships of productivity and efficiency through the tides of various organizational challenges and projects.

	
	

	Education
	Bachelor of Arts in Business Administration 
Seattle University | Seattle, Wa
Graduated with a 3.9 GPA, Dean’s List honoree

	
	

	Certifications
	· Microsoft Office Specialist
· Project Management Professional (PMP)

	
	



