Illustrative example from luceria.careers: Marcus Delacroix-Huang (fictional). Every person, employer, date and figure is fictional. Replace all of it with your own, and delete this note.
Marcus Delacroix-Huang
Executive Assistant · C-suite support · calendar, travel, board and leadership materials
Denver, Colorado · 555-0187 · marcus.delacroix-huang@example.com
Profile
Executive assistant in administrative roles since 2018, supporting the chief operating officer of a fictional regional bank with about 900 employees since 2021. Owns the executive's calendar, travel and expenses, prepares board and leadership-meeting materials, and handles confidential personnel and vendor correspondence. Seeking an executive assistant to the CEO role where the assistant also runs the leadership team's operating rhythm.
Experience
Executive Assistant to the Chief Operating Officer — Fictional Front Range Community Bank
February 2021 – present
Supports the COO and, part-time, two senior vice presidents; coordinates a leadership team of nine.
1. Manage the COO's calendar across around 35 meetings a week, protecting two half-days of focus time and resolving conflicts before they reach the executive.
1. Prepare the board operations report and the monthly leadership-meeting pack from nine department heads' inputs, issuing final materials three business days before each meeting.
1. Book and reconcile around 20 domestic trips a year and the monthly expense report, with no policy exceptions flagged by finance in three years.
1. Triage the COO's inbox of around 150 messages a day, drafting replies to routine requests and flagging regulatory and customer-escalation items the same day.
1. Coordinate the leadership team's annual planning offsite for 40 attendees, including the venue contract, agenda and materials, within the approved budget each year.
Administrative Assistant, Commercial Lending — Fictional Front Range Community Bank
June 2018 – February 2021
Supported a 12-person lending team.
1. Scheduled client meetings and maintained loan-file checklists for a 12-person team, with files complete at first internal review in the last two audit cycles.
1. Covered the executive suite during the executive assistant's leave for around 10 weeks a year, which led to promotion into the role.
Education
AA Business Administration — Fictional Community College, 2018
Skills
Executive calendar and inbox management · Board and leadership-meeting materials preparation · Travel booking, expense reconciliation and policy compliance · Confidential personnel and vendor correspondence · Event and offsite coordination (contracts, agendas, logistics) · Minutes, action tracking and follow-up · Spreadsheets, presentation software and video-conferencing setup

Why this example is written this way
The executive's level and the volume of work are stated plainly
An executive assistant resume is read for whom you supported and how much you handled. The headline says C-suite, the context line names the COO and a leadership team of nine, and the bullets carry the volume (35 meetings a week, 150 messages a day, 20 trips a year), so a reader can place the role against an EA-to-CEO posting at once.
Judgment is shown through decisions, not claimed with adjectives
'Discreet' and 'proactive' prove nothing on an executive assistant resume. Here judgment appears as actions: resolving calendar conflicts before they reach the executive, drafting replies to routine requests, flagging escalation items the same day. Each is a decision made on the executive's behalf, which the BLS describes as central to the work.
Board materials are the lead achievement
Preparing board and leadership materials to a deadline from nine contributors is the kind of complex task the BLS associates with executive secretaries and executive administrative assistants (reviewing documents, preparing reports). It sits second in the role because it is the strongest evidence of operating at executive level.
The promotion path is kept
The commercial-lending role shows the route into executive support (covering the executive suite about 10 weeks a year) and supplies the several years of administrative experience the BLS says executive assistant roles typically need. Two bullets keep it short.
Bullet rewrites and the evidence behind them
Before: Managed a busy executive calendar.
Evidence question: How many meetings, what did you protect, and what happened to conflicts?
Evidence (fictional): Around 35 meetings a week; two half-days of focus time protected; conflicts resolved before they reached the COO.
After: Manage the COO's calendar across around 35 meetings a week, protecting two half-days of focus time and resolving conflicts before they reach the executive.
Before: Prepared materials for meetings.
Evidence question: Which meetings, how many contributors, and against what deadline?
Evidence (fictional): The board operations report and the monthly leadership pack; inputs from nine department heads; final materials issued three business days before each meeting.
After: Prepare the board operations report and monthly leadership pack from nine department heads' inputs, issuing final materials three business days before each meeting.
Before: Handled travel and expenses.
Evidence question: How many trips, how often were expenses reconciled, and what did finance find?
Evidence (fictional): Around 20 domestic trips a year; a monthly expense report; no policy exceptions flagged by finance in three years.
After: Book and reconcile around 20 domestic trips a year and the monthly expense report, with no policy exceptions flagged by finance in three years.
Full explanation, transferable skills and occupation notes: https://luceria.careers/examples/executive-assistant-resume-example
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