Sara Example
Administrative assistant - Filing and customer service

sara@example.com - Valencia, Spain

PROFESSIONAL SUMMARY

Business administration graduate with internship experience in document filing and invoicing support. Entered documents
into spreadsheets, checked contact details and routed customer enquiries to the appropriate colleague. Seeking to
contribute organisation and follow-through to an administration team.

EXPERIENCE

Administration internship — Example company (fictional case)
03/2026-06/2026

* Logged incoming invoices in a spreadsheet and flagged fields requiring review.
 Filed documents by supplier and date using the team's filing convention.
¢ Handled email enquiries and referred payment issues to the supervisor without approving transactions.

EDUCATION

Vocational diploma in Business Administration — Example vocational college (2024—-2026)

SKILLS

Tools and tasks: Excel: tables and filters, Digital filing, Email writing, Document organisation

LANGUAGES

¢ Spanish: native
¢ English: self-assessed B1, not certified



