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      Theresa G

      
        Amazing Administrator
        
        
        
        
        
        
        
        
      

      

    

    	
            Occupation:

            Executive Secretary
          	
            Location:

            
              Hillsboro, MS
            
          	
            Education Level:

            Master
          	
          Will Relocate:

          No
        


  

  






  Description

  
    Highly motivated administrator with amazing organizational skills. Great communicator.  Creative and dedicated.

  

  

  
    

    Work Experience

    
      	COMPANY	POSITION HELD	DATES WORKED
	
            

          
	(Confidential)	

				(Confidential)

				2/2007 - Present
	U.S Air Force	

				(Confidential)

				6/2004 - 10/2006
	U.S Air Force	

				(Confidential)

				6/2001 - 6/2004


    

    
  

  

  
    Education

    
      	SCHOOL	MAJOR	YEAR	DEGREE
	
            

          
	Regis University	Language and Communication	2007	
              
                Master Degree
              
            
	University of South Alabama	Secondary Education: Language Arts	2001	
              
                Bachelor Degree
              
            


    

    
  

  

  





  Accomplishments

  
    Highlights:

    
    
      Companies I like:

      Non-profit, Small Firms, Government or quasi government run

    
  

  

  
    

    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 	
	Microsoft Office Suite	


    

    
  

  

  
    

    Keywords

    
      	Administrative
	Assistant
	Human resources


    

    
  

  
    

    Responsibilities

    
      Administrative assistant to senior officer, responsible for data analysis and special events.  
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