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      Amirah R

      
        Dynamic Detail-Oriented Administrative Assistant
        
        
        
        
        
        
        
        
      

      

    

    	
            Occupation:

            Receptionist
          	
            Location:

            
              Pittsburgh, PA
            
          	
            Education Level:

            High School/GED
          	
          Will Relocate:

          No
        


  

  






  Description

  
    To secure full-time experience in the business administrative field with an organization where there is a need to assure broad cooperative effort through the use of sound planning, strong administration, and skills of persuasion to achieve goals.  Excels in any type of environment and works well with a team or independently

  

  

  
    

    Work Experience

    
      	COMPANY	POSITION HELD	DATES WORKED
	
            

          
	RadioShack	

				(Confidential)

				10/2006 - 1/2007
	Dinner's Ready Catering Company	

				(Confidential)

				1/2006 - 7/2007
	Three Year Economic Program	

				(Confidential)

				2/2003 - 11/2006


    

    
  

  

  
    Education

    
      	SCHOOL	MAJOR	YEAR	DEGREE
	
            

          
	Lewis University	Business Administration	2007	
              
                Bachelor Degree
              
            
	Morgan Park High School	General	2004	
              
                High School/GED Degree
              
            


    

    
  

  

  





  Accomplishments

  
    Highlights:

    
    
  

  

  
    

    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	
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