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      Deborah L

      
        Executive Assistant
        
        
        
        
        
        
        
        
      

      

    

    	
            Occupation:

            Executive Assistant
          	
            Location:

            
              Nanuet, NY
            
          	
            Education Level:

            High School/GED
          	
          Will Relocate:

          YES
        


  

  






  Description

  
    

  

  

  
    

    Work Experience

    
      	COMPANY	POSITION HELD	DATES WORKED
	
            

          
	Rising Ground, Inc.	

				Clinical Coordinator/Assistant To The Senior Vice President

				6/2017 - 11/2019
	Mount Sinai Health Systems	

				Project Coordinator/ Executive Assistant Executive/Personal Assistant To The Ceo

				6/2016 - 3/2017
	American Carpet South Inc.	

				Director Of Corporate Customer Relations

				9/2011 - 10/2011
	Vornado Realty Trust	

				Administrative Assistant To The Vice President

				8/2010 - 9/2011
	Reliable Automatic Sprinkler Co. Inc.	

				In The Role Of Executive Personal Assistant

				9/2008 - 8/2010
	Western World Insurance Group	

				Executive /Personal Assistant To President And Ceo

				8/2001 - 8/2007


    

    
  

  

  

  

  





  Accomplishments

  
    Highlights:

    
    
      Companies I like:

      laid off
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      	Policies and Procedures
	Human Resources
	Management
	Logistics
	Payroll
	Sales
	Sales Analysis
	Secretarial
	Travel
	Video
	•	Office Management •	Administrative Assistant •	Multi-Task/Goal Oriented •	MS Office
	Visio
	SharePoint •	Outlook •	Concur •	CRM Databases	•	Management Liaison •	Training/Development •	Conflict Resolution/Mediation •	Constant Contact
	CRM
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