
 

ADMINISTRATIVE PROFESSIONAL RESUME TEMPLATE OFFICIALNYSCPORTAL.COM 

 

Administrative Professional Resume Template 

FIRSTNAME LASTNAME 

Address: Street Address, City, State 

Phone: (123) 456-7890 

Email: yourname@email.com 

NYSC State Code: AB/22/1234 

PROFESSIONAL SUMMARY 

Detail-oriented and organized Administrative Professional with excellent communication 

skills and proficiency in office management software. Seeking to leverage NYSC experience 

and administrative capabilities to contribute effectively to a growing organization. 

EDUCATION 

Bachelor of [Your Degree] 

University Name, Location 

Graduation: Month, Year 

• CGPA: 4.2/5.0 (if applicable) 

• Relevant Coursework: Business Communication, Office Management, Information Systems 

NYSC EXPERIENCE 

Corps Member 

Place of Primary Assignment, Location 

Month, Year - Present • Assist with daily administrative operations including document 

management and filing systems • Coordinate office communications, respond to inquiries, 

and maintain appointment schedules • Support team projects by gathering information, 

preparing presentations, and organizing meetings • Manage database entries and generate 

weekly reports for management review • Improved office efficiency by implementing a new 

digital filing system, reducing document retrieval time by 30% 

SKILLS 

• Microsoft Office Suite (Word, Excel, PowerPoint, Outlook) • Data Entry (80 WPM typing 

speed) • Records Management • Customer Service • Scheduling and Calendar Management • 

Filing and Document Organization • Basic Bookkeeping • Problem-Solving • Time 

Management • Attention to Detail 

ADDITIONAL EXPERIENCE (Optional) 

Position Title 

Company/Organization Name, Location 

Month, Year - Month, Year • Responsibility/achievement • Responsibility/achievement • 

Responsibility/achievement. 
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CERTIFICATIONS (Optional) 

• Microsoft Office Specialist (MOS) Certification • Customer Service Fundamentals 

Certification 

LANGUAGES 

• English (Fluent) • [Other Languages] 

REFERENCES 

Available upon request 

 

Instructions for customizing this template: 

1. Replace all placeholder text with your personal information. 

2. Maintain consistent formatting throughout the document. 

3. Quantify achievements where possible (using percentages, numbers, etc.) 

4. Tailor skills section to match job descriptions you're applying for 

5. Save as a PDF before submitting to maintain formatting. 

 


