Eilana Garner
1 Main Street, New Cityland, CA 91010

Home: (555) 322-7337 | Cell: (555) 322-7337

example-email@example.com
Summary
Dedicated and dependable Administrative Officer with seven years' experience in non-profit and government agencies ready to move into the private sector. A confident and personable professional who excels at prioritizing completing multiple tasks simultaneously and following through to achieve project goals. Seeking a role of increased responsibility and authority.
Highlights
	· Trustworthy: oversaw budgets in excess of $2000000

· Skilled negotiator

· Creative problem solver

· With advanced interpersonal and communication skills
	· Strong experience with database software and MS Office Suite

· Self-directed

· Conversant in French

· Professional and mature


Experience
Administrative Officer

4/1/2012 - Current
From Homeless to Hopeful

Burr Oak, CA
· Manages daily activities of office as well as company-wide projects and activities.

· Serves as liaison between different company departments including budgeting construction and legal.

· Sets-up interviews with families in need for the selection committee.

· Acquires necessary permits for construction.

· Helped in the creation of 102 new homes in two years.
Administrative Officer

3/1/2009 - 3/1/2012
Caldwell Caldwell County Employment Service

Burr Oak, CA
· Managed more than $2 million in funding and oversaw several budgets for maximum output.

· Helped departments bring job-creation plans into reality.

· Worked with outreach centers and job fairs to improve employment prospects of Caldwell County job seekers.
Administrative Officer

10/1/2007 - 1/1/2009
Patterson Township Council

Burr Oak, CA
· Ensured council's directives were carried out.

· Oversaw service and fiscal dealings of township: boards budgets etc.

· Worked with the council for the policy direction and service/program delivery of all departments.

Education
Bachelor of Arts - Government Administration

2007
Twombly School of Business

Crooked Arrow, CA

Business Minor. Student government representative. 2005-2006
