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      Melanie J

      
        The Multitasker of Administration
        
        
        
        
        
        
        
        
      

      

    

    	
            Occupation:

            Secretary
          	
            Location:

            
              Vermillion, SD
            
          	
            Education Level:

            High School/GED
          	
          Will Relocate:

          YES
        


  

  






  Description

  
    Extremely organized with great social skills.  Resourceful, creative, and eager.

  

  

  
    

    Work Experience

    
      	COMPANY	POSITION HELD	DATES WORKED
	
            

          
	(Confidential)	

				(Confidential)

				8/2005 - Present
	Hulen Hills Apartments\Lynx Property Services	

				(Confidential)

				6/2003 - 8/2005
	The Tipton Group	

				(Confidential)

				3/1996 - 6/2003


    

    
  

  

  
    Education

    
      	SCHOOL	MAJOR	YEAR	DEGREE
	
            

          
	L.D. Bell High School	Business	1991	
              
                High School/GED Degree
              
            


    

    
  

  

  





  Accomplishments

  
    Highlights:

    General office training specifically as an Adiministrative Assistant.
    
      Companies I like:

      Sabre,  Fedelity,  Chase,  Mercedes-Benz

    
  

  

  

  

  
    

    Keywords

    
      	Clerical
	Administrative Assistant
	Property Management
	Account Payables


    

    
  

  
    

    Responsibilities

    
      Currently lead all service and contractors through the turnover process.  Currently using Microsoft Word and Excel in daily activities.
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