[Full Name], Aviation Administrative Professional
[Phone Number] | [Email Address] | [LinkedIn URL] | [City, State]
PROFESSIONAL SUMMARY
Resourceful and detail-oriented aviation administrative professional with [X]+ years of experience supporting flight operations, executive teams, and customer service functions in fast-paced aviation environments. Demonstrated expertise in document management, scheduling, regulatory compliance, and multi-tasking under pressure.
CERTIFICATIONS & TRAINING
· Administrative Professional Certification [if applicable]
· FAA/TSA Security Training [if applicable]
· Additional: [e.g., Notary Public, First Aid/CPR, OSHA-10, etc.]
CORE COMPETENCIES
· Office & Operations Administration
· Flight Crew & Executive Scheduling
· Regulatory Documentation & Compliance (FAA, TSA)
· Customer Service & Communication
· Data Entry & Records Management
· Billing, Invoicing & Vendor Coordination
· Meeting & Event Planning
· CRM & Aviation Software: [e.g., FOS, CAMP, Corridor, etc.]
· Travel & Logistics Support
PROFESSIONAL EXPERIENCE
Job Title (e.g., Aviation Administrative Assistant, Office Manager) Company Name, City, State | MM/YYYY–Present
· Provided comprehensive administrative support to flight department, crew, and management
· Scheduled and coordinated meetings, crew rosters, and travel logistics
· Maintained regulatory documents and ensured compliance with FAA/TSA standards
· Processed invoices, managed billing, and coordinated with vendors and service providers
· Assisted in onboarding new staff and maintained personnel records
· [Add quantifiable achievements: improved process efficiency, reduced errors, awards, etc.]
Job Title Company Name, City, State | MM/YYYY–MM/YYYY
· [Repeat as above, focusing on operational and administrative contributions]
EDUCATION
Degree or Diploma, Major School Name, City, State | Graduation Year
PROFESSIONAL AFFILIATIONS
· [e.g., NBAA, NATA, IAAP, etc.]
ADDITIONAL INFORMATION
· Software: [MS Office, Google Workspace, aviation-specific tools]
· Languages: [if relevant]
· Security Clearance: [if applicable]
· References available upon request
