LINDA J. PARKER
BUSINESS ADMINISTRATION OFFICER
Location: Chicago, IL | Phone: 555-212-7788 | Email: l.parker.admin@email.com
PROFESSIONAL PROFILE
Highly organized Business Administration Officer with over 12 years of experience supporting executive leadership, managing office operations, and coordinating cross-departmental workflows. Proven ability to improve operational efficiency, maintain accurate records, and support strategic decision-making in fast-paced environments.
CORE COMPETENCIES
Office Administration, Executive Support, Records Management, Procurement, Report Writing, Compliance Monitoring, Staff Coordination
PROFESSIONAL EXPERIENCE
BUSINESS ADMINISTRATION OFFICER | Horizon Consulting Group
2014 – PRESENT
· Managed daily administrative operations for a 60+ staff professional services firm.
· Coordinated executive schedules, board meetings, and official correspondence.
· Implemented a digital filing system that reduced document retrieval time by 40%.
ADMINISTRATIVE ASSISTANT | BluePeak Services Ltd.
2010 – 2014
· Provided direct support to senior managers and department heads.
· Prepared monthly operational and financial summary reports.
EDUCATION
Bachelor of Business Administration – University of Illinois | 2010

REFERENCES
Steven Rogers Managing Director, Nexus Tech Solutions Phone: 555-111-2222 | Email: s.rogers@nexustech.com Relationship: Direct Reporting Manager
Prof. Angela Meyer Chair of Accounting Dept, University of Chicago Phone: 555-555-6666 | Email: a.meyer@uchicago.edu Relationship: Academic Reference
Steven Rogers Managing Director, Nexus Tech Solutions Phone: 555-111-2222 | Email: s.rogers@nexustech.com Relationship: Direct Reporting Manager

