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      Candis Y

      
        Outgoing, and Motivated Administrative Assistant
        
        
        
        
        
        
        
        
      

      

    

    	
            Occupation:

            Secretary
          	
            Location:

            
              Southfield, MI
            
          	
            Education Level:

            Associate
          	
          Will Relocate:

          YES
        


  

  






  Description

  
    Head strong Administrative Assistant with exceptional customer service, communication, interpersonal, and computer literate skills. Always on time and handle well under pressure. Will work any hours, get the job done right.

  

  

  
    

    Work Experience

    
      	COMPANY	POSITION HELD	DATES WORKED
	
            

          
	K.D.R. & Associates	

				(Confidential)

				4/2001 - 10/2007
	Westlake Development	

				(Confidential)

				1/1996 - 4/2001


    

    
  

  

  
    Education

    
      	SCHOOL	MAJOR	YEAR	DEGREE
	
            

          
	Macomb Community College	Business Management	2006	
              
                Associate Degree
              
            
	Sawyer School of Business	Business Administration	1995	
              
                Trade School Degree
              
            
	Clintondale Education Ctr.	Medical Office Assistant	1993	
              
                Trade School Degree
              
            


    

    
  

  

  





  Accomplishments

  
    Highlights:

    MS Word, MS Excel, Comminication Skills, Customer Service Skills, Data Entry,Calculator Skills.
    
      Companies I like:

      Medical,  Construction,  Real Estate Companys. Any company that would require the use of an Administrative, Office,  Clerical,  and Personal Assistant.

    
  

  

  
    

    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

    
      	Multi-line phone system
	Office Clerk
	Scanning
	Scheduling
	Problem Solving


    

    
  

  
    

    Responsibilities

    
      Lead a shift of seven at a major Hotel. Involved in real estate company learning every aspect of mortgages and development.
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