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      Jessica  S

      
        Entry Level Office Assistant!
        
        
        
        
        
        
        
        
      

      

    

    	
            Occupation:

            Advertising
          	
            Location:

            
              Philadelphia, PA
            
          	
            Education Level:

            High School/GED
          	
          Will Relocate:

          YES
        


  

  






  Description

  
    

  

  

  
    

    Work Experience

    
      	COMPANY	POSITION HELD	DATES WORKED
	
            

          
	Clear Channel Media	

				(Confidential)

				5/2005 - 9/2005


    

    
  

  

  
    Education

    
      	SCHOOL	MAJOR	YEAR	DEGREE
	
            

          
	Old Bridge High School	Liberal Arts	2004	
              
                High School/GED Degree
              
            


    

    
  

  

  





  Accomplishments

  
    Highlights:

    
    
  

  

  
    

    Job Skills

    
      	Interpersonal Skills	
	Verbal Skills	
	Written Communications Skills	
	Microsoft Office 	
	Presentation Skills	
	Faxing	
	Filing	
	Copying 	
	Mail Distribution	
	Microsoft Office	
	Data Entry	
	Answering Phones	
	Internet 	
	Bookkeeping	
	Strategic Planning	
	Design Organizational Process	
	Reporting	
	Microsoft Office 	
	Bookkeeping	
	Presentation Skills	
	Business Writing Skills	
	Strategic Planning	
	Design Organizational Process	
	Reporting	
	Microsoft Office 	
	Bookkeeping	
	Presentation Skills	
	Business Writing Skills	
	Verbal Skills	
	Written Communications Skills	
	Telephone Skills	
	Faxing 	
	Meeting Planning	
	Calendar Management	
	Presenation Skills	
	Record Keeping	
	Microsoft Office	
	Scheduling	
	Budgeting	
	Presentation	
	Collaboration	
	Photoshop	
	Household Tasks	
	Interpersonal	
	Record Keeping	
	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 	


    

    
  

  

  

  
    

    Responsibilities

    
      I am a student at Temple University who is pursuing a career in marketing/advertising.  I am extremely diligent and responsible, and I am just looking to start work in an entry-level position in an office.
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