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      Adele W

      
        Project Coordintaor
        
        
        
        
        
        
        
        
      

      

    

    	
            Occupation:

            Assistant Manager
          	
            Location:

            
              Hartford, CT
            
          	
            Education Level:

            High School/GED
          	
          Will Relocate:

          YES
        


  

  






  Description

  
    Project Coordinator, Executive Assistant, or Management Team member seeks a full time position in a Company with integrity and opportunities for advancement. Bringing over 30 years of progressive experience in the implementation of numerous projects, office standards and procedures, training, and working with various software and levels of staff and management.

  

  

  
    

    Work Experience

    
      	COMPANY	POSITION HELD	DATES WORKED
	
            

          
	Messagebroadcast	

				(Confidential)

				1/2006 - 1/2007
	Division of Recyclying	

				(Confidential)

				12/2005 - 1/2006
	Division of Recyclying	

				(Confidential)

				12/2005 - 7/2006
	Division of Recyclying	

				(Confidential)

				1/2005 - 1/2006


    

    
  

  

  
    Education

    
      	SCHOOL	MAJOR	YEAR	DEGREE
	
            

          
	Elk Grove High and Many technical classes	Computers	1974	
              
                High School/GED Degree
              
            


    

    
  

  

  





  Accomplishments

  
    Highlights:

    20 years State of California (retired early), several years of being Super Temp for several temp agencies creating many awesome Access tracking databases.
    
      Companies I like:

      Boeing,  AT&T,  Verizon,  Any Business

    
  

  

  
    

    Job Skills

    
      	Business Development	
	Strategic Planning	
	Design Organizational Process	
	Reporting	
	Balance Sheet Responsibility	
	Microsoft Office 	
	Bookkeeping	
	Presentation Skills	
	Business Writing Skills	
	Business Analysis	
	Sales Force Automation	
	Sales Interpretation	
	Organizational Process Design	
	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

    
      	Project Coordinator


    

    
  

  
    

    Responsibilities

    
      Project Coordinator, Budgets, training, office management
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