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      shirley h

      
        Queen Of ALL Trades!!!!!!!!!!!!!!!!!
        
        
        
        
        
        
        
        
      

      

    

    	
            Occupation:

            Office Clerk
          	
            Location:

            
              New Russia, NY
            
          	
            Education Level:

            Trade School
          	
          Will Relocate:

          YES
        


  

  






  Description

  
    Proficient Office Manager with high efficiency level of leadership abilities,communications,and all aspects of office duties.

  

  

  
    

    Work Experience

    
      	COMPANY	POSITION HELD	DATES WORKED
	
            

          
	(Confidential)	

				(Confidential)

				7/2004 - Present
	(Confidential)	

				(Confidential)

				1/2004 - Present
	UPS/Kelly Services	

				(Confidential)

				7/1996 - 9/2001


    

    
  

  

  
    Education

    
      	SCHOOL	MAJOR	YEAR	DEGREE
	
            

          
	Albany Tech	Drafting & Design Tech	2007	
              
                Trade School Degree
              
            
	Albany Tech	Aircraft Assembly/Mech	1994	
              
                Trade School Degree
              
            
	Albany Tech	GED	1987	
              
                High School/GED Degree
              
            


    

    
  

  

  





  Accomplishments

  
    Highlights:

    Proven track record of sucessfully passing state inspections.
Proven track record of performing all job duties to company standards.
    
  

  

  
    

    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

    
      	Office Manager
	Human Resource Manager
	Healthcare Services
	Assistant  Office Manager
	Consultant
	Auditor
	Document Preparation


    

    
  

  
    

    Responsibilities

    
      Performed high accuracy  of auditing,document preparing and consulting for State Inspections.
    

    
  







            

          
          


        

				
        

        


  
    
      
        Help

        	FAQ
	Contact
	Learning Center
	Privacy
	Terms


      

      
        Company

        	About
	Contact
	Advertisers
	Corporate
	We're Hiring


      

      
        Resources

        	Online Resumes
	Career Websites
	Career Research
	Career Development
	Jobs & Careers
	Newsroom


      

      
        
        
          info@climber.com
          |
          1 833 763 2297
        

        
          
          
          
        

      

    

    
      Climber.com is a trademark of Mingle, LLC. © Copyright 2007-2024 Mingle, LLC. All rights reserved. [C3]
    

  




      

      
      

      
  
    
      Sticky Notes

    

    
      
  
  



  
  
  
  

  
    
    
  



    

    
      

    

  




      
  
    
      Recruiter Verify Form

    

    

    
    
      

  
  


	

	     I have already activated my email address

	     This is my first time downloading a resume

	


  

  
  
  




    

  



      
      


    

    
    
    
    

    
    
    
  