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      Shelley H

      
        Administrative Coordinator
        
        
        
        
        
        
        
        
      

      

    

    	
            Occupation:

            Word Processor or Typist
          	
            Location:

            
              Alcolu, SC
            
          	
            Education Level:

            Trade School
          	
          Will Relocate:

          No
        


  

  






  Description

  
    Highly experienced in office management, coordination, working from home office.  Work well independently, and complete work assignments thoroughly and accurately.  Strong oral and written communication skills.

  

  

  
    

    Work Experience

    
      	COMPANY	POSITION HELD	DATES WORKED
	
            

          
	Studioeast Recording Studio	

				(Confidential)

				1/1999 - 5/2007


    

    
  

  

  
    Education

    
      	SCHOOL	MAJOR	YEAR	DEGREE
	
            

          
	Kings College	Secretarial Science	1985	
              
                Trade School Degree
              
            


    

    
  

  

  





  Accomplishments

  
    Highlights:

    Achievements of managerial status with companies of various background and responsibilities.
    
      Companies I like:

      Desire to represent a reputable company in work-from-home atmosphere.

    
  

  

  
    

    Job Skills

    
      	P&L responsibilities	
	Presentation	
	Sales Support	
	Software Implementation	
	Leadership 	


    

    
  

  

  
    

    Keywords

    
      	Administrative


    

    
  

  
    

    Responsibilities

    
      Involvement in start-to-finish implementation of creative and administrative process of production.
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