
BOBI DARNLEY
Chief Administrative Officer

bobi.darnley@gmail.com
(134) 795-9900

1234 Maple Street, Indianapolis, IN 46225

PROFILE

A seasoned Chief Administrative 
Officer with a decade 
of experience in driving 
organizational success through 
strategic planning, financial 
management, and operational 
excellence. Adept at optimizing 
resources, streamlining processes, 
and implementing innovative 
systems to enhance productivity 
and achieve business objectives. 
Demonstrates exceptional 
leadership, communication, 
and problem-solving abilities, 
complemented by a proven track 
record in building high-performing 
teams and fostering a positive work 
culture.

LINKS

linkedin.com/in/bobidarnley

SKILLS

Budgeting

Negotiation

Microsoft Excel

Salesforce CRM

Project Management

Conflict Resolution

Time Management

LANGUAGES

English

Japanese

EMPLOYMENT HISTORY

Chief Administrative Officer at Indiana University Health, IN
May 2023 - Present

• Implemented a streamlined administrative system that increased 
efficiency by 35% and reduced operational costs by 20% across all 
departments within Indiana University Health.

• Oversaw the successful integration of a new electronic health 
records system, leading to a 50% reduction in patient wait times 
and a 25% increase in patient satisfaction scores.

• Successfully managed a $100 million budget, resulting in a 15% 
overall cost savings and a 10% increase in funding for critical 
research and development projects.

• Developed and executed a comprehensive employee training 
program that led to a 45% improvement in staff retention rates and 
a 30% increase in overall employee productivity.

 

Senior Administrative Officer at Eli Lilly and Company, IN
Aug 2019 - Mar 2023

• Successfully managed a team of 10 administrative professionals, 
leading to a 25% increase in overall efficiency and a 15% reduction 
in operational costs within the department.

• Implemented a new project management system that streamlined 
communication and task delegation, resulting in a 30% decrease in 
project completion time and a 20% increase in team productivity.

• Oversaw the planning and execution of 5 major company events, 
including annual conferences and product launches, with an 
average attendance of 500+ guests, ensuring seamless coordination 
and positive feedback from both internal and external stakeholders.

 

Administrative Officer at Cummins Inc., IN
Jul 2013 - Jun 2019

• Successfully streamlined the company's filing system, resulting in 
a 30% reduction in document retrieval time and a 15% increase in 
overall office efficiency.

• Managed a budget of $500,000 for office supplies and equipment, 
reducing annual expenses by 20% through strategic vendor 
negotiations and implementing cost-saving measures.

• Coordinated and executed over 50 corporate events, including 
conferences, team-building activities, and training sessions, 
leading to a 25% increase in employee satisfaction and 
engagement.

 

EDUCATION

Master of Business Administration in Public Administration at 
Indiana University Bloomington, IN
Aug 2008 - May 2013
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