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      Gilda K

      
        Prime Minister of Customer Service
        
        
        
        
        
        
        
        
      

      

    

    	
            Occupation:

            Office Clerk
          	
            Location:

            
              Kingwood, WV
            
          	
            Education Level:

            Trade School
          	
          Will Relocate:

          YES
        


  

  






  Description

  
    Mature administrative support professional with great communication, interpersonal, front-desk and people skills.  Loyal, efficient,reliable, creative, neat and organized.

  

  

  
    

    Work Experience

    
      	COMPANY	POSITION HELD	DATES WORKED
	
            

          
	(Confidential)	

				(Confidential)

				5/2006 - Present
	Kohl's Dept. Store	

				(Confidential)

				4/2005 - 5/2006
	Prince George's County Government	

				(Confidential)

				12/1972 - 5/2004


    

    
  

  

  
    Education

    
      	SCHOOL	MAJOR	YEAR	DEGREE
	
            

          
	Computer Learning Center	Computer Programming	1977	
              
                Trade School Degree
              
            


    

    
  

  

  





  Accomplishments

  
    Highlights:

    Administrative Aide, Special Investigator for the Prince George's County Consumer Protection Commission from 12/1972 - 7/1995; Investigator/Inspector/Supervisor for the Office of Business and Regulatory Affairs and Business License Section for the Prince George's County Government from 7/1995 - 5/2004;  Fine Jewelry Associate for Kohl's Dept. Store and J C Penney Dept. Store from 4/2005 to present.  
    
      Companies I like:

      The White House,  Harpo Studios,  HGTV,  ManTech

    
  

  

  
    

    Job Skills

    
      	P&L responsibilities	
	Presentation	
	Ecommerce Strategy and digital marketing channels optimization - SEO, SEM, email, affiliates - for high-profile accounts.	
	Technology Solutions	
	Sales Support	
	Software Implementation	
	Requirements Analysis  & Specification	
	Leadership 	


    

    
  

  

  
    

    Keywords

    
      	Administrative Support
	Receptionist
	Office Clerk
	Clerical


    

    
  

  
    

    Responsibilities

    
      Presently the senior-most fine jewelry associate, working daily to ensure the department runs smoothly, efficiently and is organized (from recording keeping to money handling to sales and promotions).
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