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      THELMA N

      
        MAILROOM COORDINATOR/DOCUMENT SPECIALIST
        
        
        
        
        
        
        
        
      

      

    

    	
            Occupation:

            Document Analyst
          	
            Location:

            
              Chicago, IL
            
          	
            Education Level:

            High School/GED
          	
          Will Relocate:

          YES
        


  

  






  Description

  
    SORTING MAIL-COPYING DOC FOR DIFFERENT FIRMS-LIGHT RECEPTIONIST WORK.

  

  

  
    

    Work Experience

    
      	COMPANY	POSITION HELD	DATES WORKED
	
            

          
	DIGITAL LEGAL SERVICES	

				(Confidential)

				1/2006 - 8/2007


    

    
  

  

  
    Education

    
      	SCHOOL	MAJOR	YEAR	DEGREE
	
            

          
	COMPUTER LEARNING CENTER	COMPUTERIZE BUSSINESS	1998	
              
                Trade School Degree
              
            


    

    
  

  

  





  Accomplishments

  
    Highlights:

    SORTED, DELIVERED AND PICKED UP MAIL.
OPERATED 10 LINE RECEPTIONIST PHONE
PREPARE DOCUMENTS FOR DIFFERENT LAW FIRMS.
    
      Companies I like:

      OPEN

    
  

  

  
    

    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

    
      	MAILROOM/RECEPTIONIST/DOC SPECIALIST


    

    
  

  
    

    Responsibilities

    
      PRESENTLY WORKING AS A DOC. SPECIALIST. WAS ALSO A MAILROOM COORDINATOR/RECEPTIONIST AT HUMANA.
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