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      Cynthia W

      
        Career Placement
        
        
        
        
        
        
        
        
      

      

    

    	
            Occupation:

            Office Clerk
          	
            Location:

            
              Bronx, NY
            
          	
            Education Level:

            Trade School
          	
          Will Relocate:

          YES
        


  

  






  Description

  
    hard working, fast learner, friendly, honest, consistent, loyal, productive.

  

  

  
    

    Work Experience

    
      	COMPANY	POSITION HELD	DATES WORKED
	
            

          
	(Confidential)	

				(Confidential)

				10/2004 - Present


    

    
  

  

  
    Education

    
      	SCHOOL	MAJOR	YEAR	DEGREE
	
            

          
	NYU School of continuing and Professional Studies	Book keeping Certificate	2006	
              
                Trade School Degree
              
            
	Travel Careers International, Inc.	Travel Agent Certificate	1998	
              
                Trade School Degree
              
            
	Technical Career Institute	Office Technology Certificate	1995	
              
                Trade School Degree
              
            
	Hillcrest High School	Business Administration	1992	
              
                High School/GED Degree
              
            


    

    
  

  

  





  Accomplishments

  
    Highlights:

    
    
      Companies I like:

      morgan stanley,  verizon,  accounttemps

    
  

  

  
    

    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

    
      	administrative assistant
	bookeeping


    

    
  

  
    

    Responsibilities

    
      Typing of documents and filing of files. Support to president and office manager.
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