
ASHLEY MOORE

CONTACT

(123) 456-7890
email@example.com
LinkedIn
Atlanta, GA 12345

ABOUTME

A highly driven and experienced senior office manager with a track
record at esteemed companies such as Ernst & Young and Accenture.
Equipped with a master’s degree in business administration and

industry certifications. Demonstrates strategic agility and leadership
capabilities, successfully revamping office procedures, mentoring

teams, handling financial planning, and streamlining operations with
advanced use of office software.

KEY SKILLS
● Financial planning and budgeting
● Leadership and mentoring
● Policy development and implementation
● Staff leadership and management
● Strategic planning

CERTIFICATIONS
● Project Management Professional (PMP) -

Project Management Institute, 2017
● Certified Manager (CM) - Institute of

Certified Professional Managers, 2016

PROFESSIONAL EXPERIENCE
Senior Office Manager
Ernst & Young, Austin, Tx | April 2018 - Present

● Contributed significantly to strategic planning and decision-making
processes, developing key recommendations about office operations,
budgeting, and resource allocation that saved the company over
$500,000 annually

● Guided and mentored a team of over 20 administrative staff
members; created tailored training programs to promote professional
development, improved team performance by 30% during tenure

● Successfully revamped and implemented office policies and
procedures, including safety protocols and employee conduct
guidelines; led the team to achieve a 100% compliance rate

Executive Office Administrator
Accenture, Austin, Tx | June 2015 - March 2018

● Streamlined office operations through proficient use of office
software, reducing operation time by 40%; coordinated schedules,
communications, and logistical operations

● Supervised a team of 15 administrative staff; drove efforts in
leadership and consistent reasoning that improved overall staff
productivity by 25%

● Took charge of financial planning and budgeting for office
expenditures; the implementation of effective budgeting strategies
resulted in a 20% cost reduction annually

EDUCATION
Master Of Business Administration (Mba)
The University Of Texas, Austin, Tx | April 2015
Bachelor Of Arts In Communication
The University Of Texas, Austin, Tx | June 2013


