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o e L L

el gl touch with your
Linkedin profile

[ @xXdmpie

Ofﬂco Manager = by waid
&,
San Francisco Bay Area

Job description s ¢ s

Wrika t5 locking 10 add & bright, resourcefd, and arganized Opentions
{0 AnalystiOffice Manager. You'l be et the center of the tesm’s operations. This
Share what's in it Poation mquires e, atention 1o datad, ability ta learm quickly, abdity

forthe candidate to manage intemal and external relationships, ablity to work with senior
‘;‘L'?'J”J Solaid I'H‘ )SJ M axecuthees, and suped comemuntcation skil, This is an daal position foe
il i)k a st noikdked nchcial oo e passioone sboit delvesng skaegie. 10 PRI bY
O vitur and wark in o Nah powerad, collabarative savironaent. You'll ok to
Describa what the ace your care respansibilties while taking an new projects that mave Wrike Spencer Mellon o—
porion wil ackiove y Laned your carear!| lorward, San Francisco Bay
Clearly On any given day, you'll be doing ane of all of these things: Send Inmail
communicate o Create new processes that have the operations of the office in top
d:ml Ilndlu nateh shapa and ﬁlrlurulin(' th ticency (e ordenng supplies, maaly,
managing requests o T
. Fi-?d?aui:m requasts and mduiries from taam membery, and help Industry qS_)...'u ) op b
them prablem salve Computer Soltwate and
£ ¢ Grestwisitors and serea as host for all guests to the office '"“""‘"'F’“ Tachnolagy
Add some humar! *  Mange aur vendor for dally catered lunches for the office, no person o Joryicen
shisll be kangry!
¢ Keop the office well stocked at all tenes {snacks, supplies, swag) Employment type
oy ’H.J ,L.J d S oy ¢ Bring order to the office by snsuring ceanliness and organization in Fullime 1o 0 b
J-da Jds v allareas -
o Asugt wih mansging all Bay Area team and company events | Expe«ience
»  Manage spechal profects and assignments for vanous neads throughaut ridae K& ,lb\]l ; )ui\
thes year
o Laad and xsist with evant planning Including meating set up, catering
o8 needad Job function
’ v 2 f i CHvitios with ¢ istrative L v o
Organae, prortize and coordinata multipla waek activities with the Administrative u,L,N‘ e g

ubility to meet deadlines
o Frowen abllity 1o manage progcts, work under pregsice
¢ Useintistive and udgment within extablished guidelines
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Explain what a
suceessful candidate
locks like

Position company
challenges as skills

Highlight soft-skills
to ansure culure fit

Sell your company
as a great place
to wark

Desired Skills and Experience

5 el 330 e oY) sl apaad

2+ years of administrative experience
Minimum BA/BS degree

fou have demaonstrated project management skills and ability to drive

pragrams independently

You use data whenever possible to drive your decisions, you are strong

analytically with the ability to translate data into actien planning.
‘fou thrive on making erder out of chaos

Able to efficiently manage and prioritize multiple projects simultane:

ously

Comfortable with giving and receiving feedback

Ability to be flexible in response to changing pricrities and needs.
Outstanding written and oral communication skills

Incredibly bright, high-energy individual, with a passion to learn and
contribute

Yo are highly callabaorative and team orented

‘fou have experience working with remaote teams

Yo wark well with litle direction but know when 1o ask for help and
keep your team infermed

Meet Wrike

Company - software - 201-500 employees
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Personal Information

Name and Surname:

Address:

Date of Birth:
Phone number:
E-mail:
Linkedin:

www:

Profile

Education

2012-2014

Experience

01.2012

04.2009 - 11.2011

— Al g dsall) —

Jane Smith
199 Walnut St., Suite 6
Lockport, NY 14094

23.03.1983
888000111
marah.jarmakani@gmail.com

linkedin.com/in/me

craft-cv.com
Marketing Manager

Detail-oriented individual with five years of management
experience looking to secure an Agile Project
Manager position with ABC Company.

University of Cambridge, Cambridge, England
Business Marketing

Smith & Associates - Manchester, UK Accreditation

Manager

Responsibilities: coordinated tracer activities; Conducted client assessments; Screened and
trained new employees

XYZ Company

Junior Project Manager

Responsibilities: managing and leading the project team; recruiting project staff and
consultants; developing and maintaining a detailed project plan

Skills Personality

v Good communication - written and oral skills ¥ Communicative v Punctuality
v Excellent conceptual and analytical skills v Creativity v Organized
v Effective interpersonal skills

Languages Software skills

engish @O OO @@
e L X X X B

wod QOO OO®O®O
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- Acy L. Jackson & Kathleen C. Geckeis. (2003). How to Prepare
Your Curriculum Vitae. McGraw-Hill.

- Carole Martin. (2010). Perfect Phrases for Writing Job
Description. McGraw Hill.

- Innes James. (2009). The CV book -your definitive gquide to
writing the perfect CV. Great Britain: Dorset Press.

- Innes James. (2009). The CV Book your Definitive Guide to
Writing the Perfect CV. (1st edition). Great Britain. British
Library Cataloguing.

- Krantman Stanley. (2001). The resume writer's work book.
Second Edition. USA. Delmar.
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