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      Nichole L

      
        The Energizer Bunny of Administration
        
        
        
        
        
        
        
        
      

      

    

    	
            Occupation:

            Office Clerk
          	
            Location:

            
              Shepherdsville, KY
            
          	
            Education Level:

            High School/GED
          	
          Will Relocate:

          No
        


  

  






  Description

  
    Strong communication, interpersonal and organizational skills; able to multi-task and detail oriented. Extensive background in Office administration, Customer Service and Management. Worked various positions with diverse background in office administration and accounting functions.

  

  

  
    

    Work Experience

    
      	COMPANY	POSITION HELD	DATES WORKED
	
            

          
	(Confidential)	

				(Confidential)

				8/2007 - Present
	Egroup Inc	

				(Confidential)

				3/2004 - 12/2006
	Alternate Employment Specialist	

				(Confidential)

				4/2003 - 4/2004
	ePlus	

				(Confidential)

				1/2001 - 4/2003


    

    
  

  

  
    Education

    
      	SCHOOL	MAJOR	YEAR	DEGREE
	
            

          
	Harborfields	Business	1996	
              
                High School/GED Degree
              
            


    

    
  

  

  





  Accomplishments

  
    Highlights:

    Circle of Excellence Award for outstanding sales, and service performance in 2004
    
      Companies I like:

      Top National 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

    
      	Administration
	Clerical
	Customer Service


    

    
  

  
    

    Responsibilities

    
      Prepared client billing; maintained and tracked client files and inventory traveled to perform presentations. Created spreadsheets in MS excel and word to send to clients. 
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