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Identify Your Skills







ARTISAN ARCHITECTURAL DESIGN
Executive Assistant

Report directly to CEO. Prepare reports, file and 
organize documents, create presentations. Manage 
office budgets, implement and maintain procedures 
office administrative systems. Deal with a wide variety 
of correspondence, complaints and inquiries. Cross-
functional communication with staff and clients.
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BENCHMARK HOME CONSTRUCTION
Office Manager

Ensured smooth running of the office including 
supervising support staff. Managed office database, 
job site files, liaised with staff and suppliers. 
Accomplishments include communication and 
coordinating information for up to 50 job sites at a 
time. Clients and subcontractors were always kept 
apprised of project status.
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Leverage Your Skills
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Stellar Communicator.
Ability to convey ideas in a 
convincing manner. Leads 
and guides with empathy 
as a way to encourage 
discussion. Uses engaging 
storytelling to share 
information. Successfully 
creates environments of 
mutual respect which 
allows for open 
communication and 
maximized learning. 
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The Picture of Success
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Facilitated monthly 
meetings to entire staff 
resulting in improved 
visibility to ongoing 
projects and reduction of 
communication gaps.
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Let’s Connect


