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      Dorcas C

      
        A new beginning to better service
        
        
        
        
        
        
        
        
      

      

    

    	
            Occupation:

            Receptionist
          	
            Location:

            
              Murrieta, CA
            
          	
            Education Level:

            High School/GED
          	
          Will Relocate:

          YES
        


  

  






  Description

  
    Very out-going and educated administrative assistant with an excellent personality. Dependable, trustworthy, and respectful. 

  

  

  
    

    Work Experience

    
      	COMPANY	POSITION HELD	DATES WORKED
	
            

          
	(Confidential)	

				(Confidential)

				11/2007 - Present


    

    
  

  

  
    Education

    
      	SCHOOL	MAJOR	YEAR	DEGREE
	
            

          
	Murrieta Valley High 	Basic	2005	
              
                High School/GED Degree
              
            


    

    
  

  

  





  Accomplishments

  
    Highlights:

    In almost all of my previous employments I have dealt with maintianing phone lines, customers, paperwork, computers, and keeping a clean and safe work enviorment. 
    
      Companies I like:

      Clerical/Administrative

    
  

  

  
    

    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

    
      	Office assistant
	Front desk
	Clerical
	Administrative
	Assistant


    

    
  

  
    

    Responsibilities

    
      Giving the best customer service possible, and assisting others where needed. 
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