
 

18662 MacArthur Blvd, Suite 200, Irvine, CA 92612  |  info@optizmglobal.com  |  714-504-7434 
V1.1 Feb 2017 All Rights Reserved. 

 

 

ADMINISTRATION AND BUSINESS OPERATIONS RESUME WRITING 
 

"It's too easy to be overlooked for the right role if your resume doesn't sell competencies." 

It's a known fact that a business will fail without the right operational and administration support. 

Therefore, you can expect employers to carefully scrutinize applicants as they come through, placing 

each resume carefully under the microscope. 

At Optizm Global, we have recruited for, and studied this market extensively. To ensure our resume 

writing services build a highly competitive document, we will work with you to understand your 

background, career aspirations, work experience and specific success. We will then create a working CV 

that will demonstrate your key skills and highlight those critical areas like core competencies, technical 

abilities and market worth. 

We provide a complete range of skill-based, success-driven resume writing services for professional 

individuals including: 

 Office Managers 

 Business Administration (including Financial Officers) 

 PA, EA and Administrators 

 Project Coordinators 

 Process Managers 

 Clerical Supervisors and Support 

 Divisional Management 

 Public Relations and Corporate Affairs 

 Database Administrators 

 Secretarial 

 Customer Services 

Leverage the POWER of Optizm Global for yourself, and take your career to the next level! 

For more information on how we can specifically tailor a Administration and Business Operations-
oriented resume to your career goals, contact us today for a free one-on-one consultation and quote. 
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