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      Jackie B

      
        Executive Assistant
        
        
        
        
        
        
        
        
      

      

    

    	
            Occupation:

            Executive Secretary
          	
            Location:

            
              Minneapolis, MN
            
          	
            Education Level:

            High School/GED
          	
          Will Relocate:

          YES
        


  

  






  Description

  
    Dedicated, trustworthy, organized, hard-working, confidential, extensive experience in all areas of office support.  

  

  

  
    

    Work Experience

    
      	COMPANY	POSITION HELD	DATES WORKED
	
            

          
	Yale Mechanical	

				(Confidential)

				/2005 - /2006
	Accenture/Best Buy	

				(Confidential)

				/2005 - /2005
	3M	

				(Confidential)

				/2004 - /2005
	Regions Hospital	

				(Confidential)

				/2003 - /2004
	SuperValu	

				(Confidential)

				/2001 - /2003
	Canadian Consulate General	

				(Confidential)

				/1982 - /2000


    

    
  

  

  
    Education

    
      	SCHOOL	MAJOR	YEAR	DEGREE
	
            

          
	Kennedy Sr. HS	High School Degree	1969	
              
                High School/GED Degree
              
            


    

    
  

  

  





  Accomplishments

  
    Highlights:

    Strong background in Public Affairs and public contact.  Coordinated visits programs and provided briefings and briefing books for visitors.  Meeting, trade show and event planning and coordination.
    
      Companies I like:

      Best Buy
Target Corporation
Northwest Airlines
Political offices

    
  

  

  
    

    Job Skills

    
      	P&L responsibilities	
	Presentation	
	Sales Support	
	Software Implementation	
	Microsoft Office	


    

    
  

  

  
    

    Keywords

    
      	Executive Assistant
	Event Planner


    

    
  

  
    

    Responsibilities

    
      Major responsibilities include inputting and readying project proposals, materials, packages and proposal letters to bring in new business.  In addition, weekly payroll for field staff and inputting daily cash receipts.
    

    
  







            

          
          


        

				
        

        


  
    
      
        Help

        	FAQ
	Contact
	Learning Center
	Privacy
	Terms


      

      
        Company

        	About
	Contact
	Advertisers
	Corporate
	We're Hiring


      

      
        Resources

        	Online Resumes
	Career Websites
	Career Research
	Career Development
	Jobs & Careers
	Newsroom


      

      
        
        
          info@climber.com
          |
          1 833 763 2297
        

        
          
          
          
        

      

    

    
      Climber.com is a trademark of Mingle, LLC. © Copyright 2007-2024 Mingle, LLC. All rights reserved. [C3]
    

  




      

      
      

      
  
    
      Sticky Notes

    

    
      
  
  



  
  
  
  

  
    
    
  



    

    
      

    

  




      
  
    
      Recruiter Verify Form

    

    

    
    
      

  
  


	

	     I have already activated my email address

	     This is my first time downloading a resume

	


  

  
  
  




    

  



      
      


    

    
    
    
    

    
    
    
  