
Curriculum Vitae 

Personal Information 
Name: Jane Doe 
Address: 123 Example Street, London, UK, E1 6PL 
Phone: +44 7XXX XXXXXX 
Email: jane.doe@gmail.com 
Date of Birth: 1st January 1988 

Professional Experience 
ABC Company, Office Administrator (2018-2020) 

● Managed and coordinated office operations, including office supplies, equipment, 
and facilities. 

● Assisted in the preparation of operational reports and schedules to ensure efficiency. 
● Conducted regular audits of office procedures and implemented improvements where 

necessary. 
● Provided administrative support to the team, including scheduling meetings, 

preparing correspondence, and managing files. 
● Handled incoming calls and other communications, and maintained a professional 

and friendly office environment. 
XYZ Company, Office Administrator (2020-2023) 

● Coordinated and organised office activities and operations to secure efficiency and 
compliance with company policies. 

● Supervised administrative staff and divided responsibilities to ensure performance. 
● Managed agendas for upper management, arranged appointments, meetings, and 

conference calls. 
● Supported budgeting and bookkeeping procedures, including managing invoices and 

tracking expenses. 
● Created and updated records and databases with personnel, financial, and other 

data. 

Education 
XYZ University, Bachelor's Degree in Business Administration (2006-2009) 

● Graduated with honours, specialising in office management and administration. 
● Participated in extracurricular activities such as the university's business club and 

volunteer work. 

Skills 
● Excellent organisational and leadership skills, demonstrated by successful 

management of office operations. 
● Strong communication skills, both written and verbal. 



● Proficient in MS Office, including Word, Excel, and PowerPoint. 
● Experience with office management software like Google Workspace and project 

management tools like Trello. 
● Strong problem-solving skills and ability to work under pressure. 

Hobbies 
● Enjoy reading, particularly business and self-improvement books. 
● Regular participant in local park runs and fitness classes. 
● Love travelling and exploring new cultures and cuisines. 

References 
Name, Position, Contact Information 
Available upon request. 

 
This expanded CV provides more detail on Jane Doe's roles and responsibilities in her 
previous positions as an Office Administrator, as well as additional information on her 
education, skills, and hobbies. 
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