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      Michele W

      
        Executive Support 
        
        
        
        
        
        
        
        
      

      

    

    	
            Occupation:

            Secretary
          	
            Location:

            
              Southport, NC
            
          	
            Education Level:

            Bachelor
          	
          Will Relocate:

          YES
        


  

  






  Description

  
    hardworking, competent, dedicated, fair, honest, ethical

  

  

  
    

    Work Experience

    
      	COMPANY	POSITION HELD	DATES WORKED
	
            

          
	Best Golf Cars, Inc.	

				(Confidential)

				/2005 - /2006
	Bald Head Island, Ltd.	

				(Confidential)

				/2004 - /2005
	Wal Mart	

				(Confidential)

				/2003 - /2004
	San Francisco Music Box Co.	

				(Confidential)

				/2002 - /2003


    

    
  

  

  
    Education

    
      	SCHOOL	MAJOR	YEAR	DEGREE
	
            

          
	UNC Wilmington	History	2002	
              
                Bachelor Degree
              
            


    

    
  

  

  





  Accomplishments

  
    Highlights:

    
    
      Companies I like:

      Club Car,  Ingersoll Rand

    
  

  

  
    

    Job Skills

    
      	P&L responsibilities	
	Presentation	
	Technology Solutions	
	Sales Support	
	Leadership 	


    

    
  

  

  
    

    Keywords

    
      	Manager
	Management
	Sales
	Business Administration


    

    
  

  
    

    Responsibilities

    
      I am the office manager. Two major responsibilities of my position include record keeping and customer satisfaction. I keep all records for employees and customers. I also deal with all customers either on the phone, in person, via postal mail or email. I ensure that all customers are satisfied and assist in rectifying situations of customer dissatisfaction.
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