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        The Service of a Five Star Professional.
        
        
        
        
        
        
        
        
      

      

    

    	
            Occupation:

            Secretary
          	
            Location:

            
              Maple Springs, NY
            
          	
            Education Level:

            Trade School
          	
          Will Relocate:

          No
        


  

  






  Description

  
    Service Professional with exceptional computer and communication skills.  
Dedicated, flexible and reliable.

  

  

  
    

    Work Experience

    
      	COMPANY	POSITION HELD	DATES WORKED
	
            

          
	Lake Forest Graduate School of Mgmt	

				(Confidential)

				3/2004 - 7/2004


    

    
  

  

  
    Education

    
      	SCHOOL	MAJOR	YEAR	DEGREE
	
            

          
	Computer System Institute	Certification Medical Coding/Billing	2005	
              
                Trade School Degree
              
            


    

    
  

  

  





  Accomplishments

  
    Highlights:

    Pursue my Associate degree in Business. Campus Coordinator for educated individuals.Inside Sales Associate on wireless Blackberry devices.PC Tech Support for resolutions on software and hardware issues in a mail order distribution center for shipping supplies.
    
      Companies I like:

      

    
  

  

  
    

    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

    
      	Adminstrative Associate
	Quickbooks Accounting
	Customer Support


    

    
  

  
    

    Responsibilities

    
      As a Coordinator assisted in the timely preparation of materials and audio equipment for six instructors and the working class students pursuing an MBA.
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