
RAMONA W. HENDERSON 

2341 102nd Place NE, Unit 54 

Issaquah, WA 98027 

rhenderson@msn.com  ●  (425) 555-1232 

 

 

EXECUTIVE / OFFICE / ADMINISTRATIVE ASSISTANT 
 

Enthusiastic and reliable office professional with strong combination of interpersonal, technical, and 

administrative skills. Proven strengths at managing all office functions, coordinating executive schedules, 

typing/editing written materials, and making meeting/travel arrangements. Four-year degree and 

proficiency with multiple computer and software systems. Excellent references and a reputation as a 

highly dedicated employee who gives 110% to get the job done right. 

 

 

KEY SKILLS & ABILITIES 

 

 OFFICE MANAGEMENT: Extensive experience handling office and administrative tasks including 

secretarial and client reception duties. Possess complete range of clerical skills (faxing, filing, word 

processing) as well as a proven ability to coordinate executive schedules and manage the flow of 

inter-office paperwork. Additional skills preparing office budgets and making arrangements for a 

wide variety of event planning and travel needs. 

 

 COMMUNICATION: Excellent written and verbal communication skills. Frequently relied on in 

past positions to draft, edit, and proofread documents from around the office. Trusted to deal 

confidentially with sensitive information. 

 

 POSITIVE ATTITUDE: Recognized by managers for ability to work well with others in an 

amiable, professional manner. Proven team player with a highly cooperative and flexible outlook. 

Frequently asked to serve as a liaison between multiple departments. 

 

 COMPUTER PROFICIENCY: Demonstrated skills using PC, Mac, IBM, and Vax systems. Strong 

knowledge of multiple office software packages including Microsoft Word, Excel, PowerPoint, 

Quickbooks, Digicalc, Print Shop, and Claris Suite applications. 

 

 

CAREER HISTORY 

 

Administrative Assistant, Shurgard Storage, 1994-Present 

 

Rapidly promoted from part-time clerk to position as Administrative Assistant for the company’s Director 

of Project Oversight. Received several awards for commendable service. Managed all office 

responsibilities and quickly expanded role to include a number of duties outside the initial job description. 

Trusted to act on Director’s behalf in his absence. 

 

Substitute Teacher, Cowlitz County (NM) Schools, 1984-1994 

 

 

EDUCATION 

 

B.A. Degree, Humanities, Western Washington University, 1997 


