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      Karen W

      
        Jack of All Trades
        
        
        
        
        
        
        
        
      

      

    

    	
            Occupation:

            Executive Secretary
          	
            Location:

            
              Stafford, VA
            
          	
            Education Level:

            Associate
          	
          Will Relocate:

          No
        


  

  






  Description

  
    Extremely strong administrative skills and computer literacy including word processing applications, spreadsheet applications and technically trained in accounting up through tax accounting with the ability to link computer and accounting skills.
Loyal, like to stay with one company


  

  

  
    

    Work Experience

    
      	COMPANY	POSITION HELD	DATES WORKED
	
            

          
	K3 Construction Group	

				(Confidential)

				9/2004 - 11/2007
	Peco Construction	

				(Confidential)

				1/2004 - 6/2004
	PACK Bros. Construction Co.	

				(Confidential)

				1/1990 - 12/2003
	Dept of Defense	

				(Confidential)

				6/1985 - 12/1986
	Air Force Commissary Service	

				(Confidential)

				5/1984 - 5/1985
	U.S. Air Force	

				(Confidential)

				2/1975 - 1/1979


    

    
  

  

  
    Education

    
      	SCHOOL	MAJOR	YEAR	DEGREE
	
            

          
	Hallmark Institute of Technology	Business Technology-Accounting Specialty	1989	
              
                Associate Degree
              
            
	East Haven High School	Business	1974	
              
                High School/GED Degree
              
            


    

    
  

  

  





  Accomplishments

  
    Highlights:

    
    
      Companies I like:

      small companies

    
  

  

  
    

    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

    
      	Office and Administrative Management


    

    
  

  
    

    Responsibilities

    
      Strong office administration experience
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