Alex Example

Business administration student - First job
alex@example.com - Madrid, Spain
PROFESSIONAL SUMMARY

Business administration student with coursework in spreadsheets and digital filing. In a class project, | organised an order
register and checked for duplicate records. Seeking a first opportunity to support administrative tasks and learn the team's
procedures.

EXPERIENCE

Volunteer support — Example association (fictional case)
2025

» Organised materials and recorded attendance at two community activities.
» Explained the schedule and meeting point to participants.

Class project: order register — Example vocational college
2026

» Organised 30 fictional orders in Excel, validated dates and detected duplicate records.

EDUCATION

Vocational diploma in Business Administration (in progress) — Example vocational college (2025-2027)

SKILLS

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

LANGUAGES

* Spanish: native
» English: self-assessed B1, not certified



