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      Carmen L

      
        Administrative Services Specialist
        
        
        
        
        
        
        
        
      

      

    

    	
            Occupation:

            Executive Secretary
          	
            Location:

            
              Stone Mountain, GA
            
          	
            Education Level:

            High School/GED
          	
          Will Relocate:

          No
        


  

  






  Description

  
    consistent, persistent, multi-tasker, self-managed, extremely capable, type 70+ wpm, experience gathering and compiling data, excellent interpersonal and effective communication skills

  

  

  
    

    Work Experience

    
      	COMPANY	POSITION HELD	DATES WORKED
	
            

          
	(Confidential)	

				(Confidential)

				1/2007 - Present
	Touchstone Psychological Services	

				(Confidential)

				6/2006 - 12/2006
	DeKalb Technical College	

				(Confidential)

				5/2006 - 6/2006
	United States Postal Service	

				(Confidential)

				12/2005 - 4/2006
	Marietta Dodge/Jeep	

				(Confidential)

				/2003 - /2003
	AT&T	

				(Confidential)

				6/1999 - 4/2003


    

    
  

  

  
    Education

    
      	SCHOOL	MAJOR	YEAR	DEGREE
	
            

          
	DeKalb Technical College	Administrative Office Technology	2007	
              
                Associate Degree
              
            


    

    
  

  

  





  Accomplishments

  
    Highlights:

    2007 PBL National Speaker of the Year
    
      Companies I like:

      Coca-Cola,  The Southern Company,  The State of Georgia,  Fulton County,  DeKalb County,  Kaiser Permanente

    
  

  

  
    

    Job Skills

    
      	P&L responsibilities	
	Presentation	
	Technology Solutions	
	Software Implementation	


    

    
  

  

  
    

    Keywords

    
      	Administrative Assistant
	Executive Assistant
	Secretary


    

    
  

  
    

    Responsibilities

    
      Support the Director of Business and Community Services and support all Economic Development Programs in DeKalb County.
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