Illustrative example from luceria.careers: Hannah Mbeki-Carroll (fictional). Every person, employer, date and figure is fictional. Replace all of it with your own, and delete this note.
Hannah Mbeki-Carroll
Office Administrator · finance and records administration · Level 3 Business Administrator apprenticeship
Nottingham, Nottinghamshire · 07700 900 456 · hannah.mbeki-carroll@example.com
Profile
Office administrator supporting busy multi-team offices since 2020, currently a 40-person repairs and maintenance team at a fictional housing association: purchase orders and invoice matching, diaries and meeting administration, onboarding paperwork and records. Completed a Level 3 Business Administrator apprenticeship in 2022 and looking for a senior administrator post with ownership of office systems.
Experience
Office Administrator, Repairs and Maintenance — Fictional Midlands Housing Association
March 2023 – present
Open-plan office of around 40 staff plus 12 field operatives; one of two administrators.
1. Raise and match around 60 purchase orders a month against supplier invoices in the finance system, resolving mismatches with suppliers before month-end close.
1. Manage diaries and room bookings for four managers and the weekly repairs planning meeting, circulating agendas and action logs within one working day.
1. Prepare onboarding packs and system access requests for around 15 new starters a year, with every starter set up on their first day.
1. Rebuilt the shared-drive structure for repairs compliance certificates with a naming convention and retention labels, so the annual audit located all 320 certificates it requested.
Administrative Assistant (apprentice, then permanent) — Fictional Trent Valley Accountancy
September 2020 – March 2023
25-person accountancy practice; Business Administrator Level 3 apprenticeship completed in 2022.
1. Handled the practice's phone line and shared inbox, logging around 40 calls and messages a day and routing client queries to the right accountant.
1. Scanned and indexed about 2,000 paper client files into the document management system over six months during the move to paperless working.
1. Completed the Level 3 Business Administrator apprenticeship in 2022 while covering reception and finance administration.
Education
Business Administrator Level 3 apprenticeship — completed 2022 with a fictional training provider
GCSEs including English and maths — Fictional Community Academy, 2018
Training
Minute-taking for meetings (one-day course), 2024
Data protection and records retention (employer e-learning), 2025
Skills
Purchase orders, invoice matching and supplier queries (finance system) · Diary, meeting and room management for several managers · Minute-taking, agendas and action logs · Document management, naming conventions and retention schedules · Spreadsheets, shared calendars and document libraries · Onboarding administration and induction packs

Why this example is written this way
Scale sits in every bullet because administrator duties read identically
Every office administrator resume lists diaries, purchase orders and inboxes, so duties alone cannot separate candidates. Each bullet here states how many (60 purchase orders a month, four managers' diaries, 15 starters a year), so a recruiter can judge the size of office this administrator has actually run rather than guess.
The apprenticeship appears in the headline and in education, not buried
The National Careers Service lists the Business Administrator Level 3 apprenticeship among the routes towards office management. It is stated once in the headline and once in education with the year, so the applicant tracking system and the hiring manager both find it without reading through the first employer.
Finance administration leads the current role
Purchase orders and invoice matching are the part of an office administrator's job that senior administrator adverts most often ask for by name, and the part with a checkable result (mismatches resolved before month-end). Placing it first answers the advert before the reader reaches diaries and room bookings.
One process change shows readiness for a senior post
The shared-drive rebuild is the only project on the page, written as a problem, an action and an audit result rather than 'improved filing'. A senior administrator or office coordinator is expected to own systems; one well-evidenced change is more persuasive than a list of software.
Bullet rewrites and the evidence behind them
Before: Responsible for purchase orders and invoices.
Evidence question: How many a month, in which system, and what happened when an invoice did not match?
Evidence (fictional): About 60 purchase orders a month raised in the finance system and matched to supplier invoices; mismatches queried with suppliers and resolved before month-end close.
After: Raise and match around 60 purchase orders a month against supplier invoices in the finance system, resolving mismatches with suppliers before month-end close.
Before: Diary management for managers.
Evidence question: Whose diaries, how many, and what did you produce for the meetings?
Evidence (fictional): Four managers' diaries plus room bookings; the weekly repairs planning meeting; agendas and action logs circulated within one working day.
After: Manage diaries and room bookings for four managers and the weekly repairs planning meeting, circulating agendas and action logs within one working day.
Before: Improved the filing system.
Evidence question: What was wrong before, what did you change, and how do you know it worked?
Evidence (fictional): Compliance certificates sat in personal folders; rebuilt the shared-drive structure with a naming convention and retention labels; the annual audit located all 320 certificates it requested.
After: Rebuilt the shared-drive structure for repairs compliance certificates with a naming convention and retention labels, so the annual audit located all 320 certificates it requested.
Full explanation, transferable skills and occupation notes: https://luceria.careers/examples/office-administrator-resume-example
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