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      Melissa C

      
        Experience & Knowledge gets the work done
        
        
        
        
        
        
        
        
      

      

    

    	
            Occupation:

            New Accounts Clerk
          	
            Location:

            
              Rochelle Park, NJ
            
          	
            Education Level:

            High School/GED
          	
          Will Relocate:

          No
        


  

  






  Description

  
    Actively seeking an executive assisant opportunity in a fast-paced multi-tasking office. I have demonstrated organizational objectives and demands and I am equipped with a multitude of skills. I can maintaincomposure and tact during high stress situations and under heavy workload, with conflicting priorities, frequent interruptions, and other demands. 

  

  

  
    

    Work Experience

    
      	COMPANY	POSITION HELD	DATES WORKED
	
            

          
	Merced Community Action	

				(Confidential)

				1/2000 - 12/2005
	Marty's Recreational Specialist	

				(Confidential)

				9/1996 - 12/1999
	Farmers Insurance Regional Office	

				(Confidential)

				10/1971 - 9/1996


    

    
  

  

  
    Education

    
      	SCHOOL	MAJOR	YEAR	DEGREE
	
            

          
	Atwater	Business	1971	
              
                High School/GED Degree
              
            


    

    
  

  

  





  Accomplishments

  
    Highlights:

    Ability to manage multible assignments, prioritize & set deadlines, complete projects on time, people oriented, through knowledge of office systems, State & Federal laws, policies and procedures. Can work close relationships with Director or Supervisor in making travel plans, scheduling, and caring for his or her current issues and priorities. 20 years work experience as a secretary, executive secretary, or staff assistant with a high intuitive, and highly skilled in dealing with higher up's. 
    
      Companies I like:

      Mercy Medical Hospital,  County of Merced,  Turlock,  university of Merced and Stanislaus,  Human Resource Agency,  City of Merced,  Livingston, Chowchilla, Turlock, Home Depot,  Merced, Atwater, Livingston,  Chowchilla School District,  actually everywhere. 

    
  

  

  
    

    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

    
      	Executive Assistant
	Secretarial
	Human Resources
	Customer Service Rep
	Supervisory
	Insurance Rep
	Retail Associate


    

    
  

  
    

    Responsibilities

    
      Lowering Worker's Compensation numbers and writing Union Contract and Negotiations, and writing Affirmative Action Plan. We went to automated benefit and payroll system which was very helpful.  
    

    
  







            

          
          


        

				
        

        


  
    
      
        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
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	     I have already activated my email address

	     This is my first time downloading a resume

	


  

  
  
  




    

  



      
      


    

    
    
    
    

    
    
    
  