	   
JUSTIN HALE 
		 
ADMIN MANAGER

SUMMARY
Organized and dependable Admin Manager with over 8 years of experience leading office operations, facilities coordination, and administrative teams across mid-size and enterprise organizations. Skilled in vendor management, budget tracking, records governance, and cross-department coordination. Recognized for building efficient processes, streamlining office operations, and supporting leadership with accurate reporting and scheduling. Adept at managing a team of administrative staff to ensure smooth day-to-day execution across facilities, procurement, and compliance functions.
EXPERIENCE
Admin Manager	Mar 2022 - Present
Meridian Group Holdings
1. Lead a team of 6 administrative staff across facilities, front-desk, and records functions, coordinating daily assignments and monthly performance reviews.
1. Manage vendor contracts and office budgets exceeding $1.2M annually, negotiating renewal terms that reduced facilities spend by 18%.
1. Introduced a digital document management system that reduced retrieval time for compliance records by 40%.
1. Coordinate onboarding logistics, workspace allocation, and equipment provisioning for new hires across three regional offices.
Senior Administrative Coordinator	Jan 2019 - Feb 2022
Meridian Group Holdings
1. Supported executive leadership with calendar management, travel coordination, and preparation of board-level reports.
1. Directly responsible for office supply procurement and inventory tracking for a 200-person headquarters.
1. Trained and mentored new administrative hires on internal systems and office procedures.
1. Oversaw scheduling and logistics for over 40 internal events and client visits per year.
Administrative Assistant	Jun 2016 - Dec 2018
Northbridge Consulting Partners
1. Handled scheduling, correspondence, and document preparation for a team of 15 consultants.
1. Reorganized the shared filing system, cutting document retrieval time by half.
1. Coordinated meeting logistics, travel bookings, and expense reporting for senior staff.
EDUCATION
B.A. Business Administration
Aug 2012 - May 2016
University of Illinois
3.7 GPA


Certificate in Office Administration
2016
City Business Institute
KEY ACHIEVEMENTS
1. Reduced overall facilities and vendor costs by 18% through contract renegotiation and consolidated purchasing.
1. Led the rollout of a digital records system adopted across three regional offices, cutting document retrieval time by 40%.
1. Built an onboarding checklist and workspace-provisioning process now used as the standard for all new hires.
PROJECTS
Office Relocation Coordination
Planned and managed the relocation of a 150-person office, coordinating movers, IT setup, and vendor transitions with zero disruption to daily operations.
Compliance Records Digitization
Directed the shift from paper-based to digital record-keeping across all departments, establishing retention policies aligned with company compliance standards.
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CONTACT
✉	info@resumekraft.com
☎	202-555-0148
⚑	Chicago, Illinois, US
in	linkedin.com/resumekraft
SKILLS
1. Office & Facilities Management
1. Vendor & Contract Negotiation
1. Budget Planning & Cost Control
1. Team Leadership & Mentoring
1. Records & Compliance Management
1. MS Office, Google Workspace
1. Scheduling & Travel Coordination
1. Process Improvement
LANGUAGES
English
Spanish
German
CERTIFICATIONS
1. Certified Administrative Professional (CAP)
1. PMP - Project Management Professional
1. SHRM Essentials of HR Management
AFFILIATIONS
International Association of Administrative Professionals
Association of Executive & Administrative Professionals
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