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      Sydney A

      
        Excellent Office Clerk/Administrative Assistant
        
        
        
        
        
        
        
        
      

      

    

    	
            Occupation:

            Office Clerk
          	
            Location:

            
              Moreno Valley, CA
            
          	
            Education Level:

            Trade School
          	
          Will Relocate:

          No
        


  

  






  Description

  
    Excellent Customer Service, Driven attitude, Love to communicate on phone or in person, patient, and focused.Work well in a team or independently.

  

  

  
    

    Work Experience

    
      	COMPANY	POSITION HELD	DATES WORKED
	
            

          
	(Confidential)	

				(Confidential)

				9/2007 - Present
	UCR	

				(Confidential)

				6/2007 - 8/2007
	UCR	

				(Confidential)

				2/2007 - 6/2007


    

    
  

  

  
    Education

    
      	SCHOOL	MAJOR	YEAR	DEGREE
	
            

          
	Riverside ROP	Medical Administrative Front Office	2004	
              
                Trade School Degree
              
            


    

    
  

  

  





  Accomplishments

  
    Highlights:

    
    
      Companies I like:

      Anywhere

    
  

  

  
    

    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

    
      	Clerical
	Administrative
	Customer Service Representative
	Office Assistant
	General Office
	Data Entry
	Receptionist


    

    
  

  
    

    Responsibilities

    
      Carried a positive and focused manner throughtout my whole time of working with the company.
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