Please follow the Purple instructions (remember NOT to include any of the Purple text when submitting your final draft.):
(Name, Address, City/State/Zip Code, Phone Number, E-mail as set out below)

First and Last Name
1234 Penny Lane, Hollywood, CA 90028
Phone: 310-255-5555 Email: email@me.com

About Me

(A basic summary of what you bring to the job. Do you speak different languages, CPR/First Aid Certified, degree received, certificates earned, patient, excellent communication skills, trustworthy, responsible, loyal, adaptable, well-traveled, etc. Examples:)
· 7+ years experience as a Professional Assistant/Estate Manager 
· Fluent in English and French, moderate Spanish speaker
· Valid passport
· Active, motivated, communicative, and organized
· Over 5 years’ experience with high profile clients
Work Experience

(Start with your most recent experience. List the last name of the family/business, city, years that you have worked there. List relevant duties you had, to highlight your experience with this family. If children were involved, include how many and the ages of the children when you began working for the family.)

The Smith Family – Venice, CA                                                                     Jun 2015-Dec 2020
Personal Executive Assistant                                                 
· Serve as the liaison and right hand to Mr. and Mrs. Smith
· Plan and adhere to operative day to day logistics and coordinate extensive domestic and international travel of Mr. and Mrs. Smith 
· Draft, type and proofread emails/messages regarding household needs: including outreach to and communication with household staff and vendors
· Plan special events

· Create and oversee household budget

· Interview and liaise between family and additional household staff 

· Provide administrative support for the family startup, Montana Graphic Design 
Charles Miner, Miner Events – Pasadena, CA                                          May 2009-May 2015 
Personal Assistant/Events Coordinator 
· Plan and organize events; coordinated catering and staff, including travel arrangements and scheduling 
· Communicate with clients, vendors, executives, and partners
· Manage multiple social media accounts 
· Advertise public events 
The Rifkin Family – Santa Monica, CA                                                     Aug 2007-April 2009
Family Assistant/House Manager                                       
· Manage a master schedule for two adult & three child – family 

· Interview and serve as the liaison between the Rifkin Family, household staff and seasonal maintenance vendors

· Plan and adhere to operative day to day logistics and coordinate extensive domestic travel for the family 

· Manage email accounts for Mr. and Mrs. Rifkin, including drafting, typing and proofreading emails/messages for Mr. and Mrs. Rifkin 
· Plan family events such as birthday and holiday parties 
· Create and oversee household budget
Education

(List the most recent level of education received, include degree(s), dates, and coursework completed – you do NOT need to include your high school, just any degrees/coursework after that)
UCLA                                                                                                                    Graduated 2005
· Master of Business Administration                                         
University of San Francisco                                                                                 Graduated 2002
· Bachelor of Arts in Communication Studies                                       
