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      Angeline J

      
        Administrative Assistant/Office Clerk/Secretary
        
        
        
        
        
        
        
        
      

      

    

    	
            Occupation:

            Secretary
          	
            Location:

            
              Chino, CA
            
          	
            Education Level:

            High School/GED
          	
          Will Relocate:

          No
        


  

  






  Description

  
    Phone work, typing, filing, xeroxing, data entry, client contact, team environment. 

  

  

  
    

    Work Experience

    
      	COMPANY	POSITION HELD	DATES WORKED
	
            

          
	DNS	

				(Confidential)

				12/2000 - 12/2007
	IUEC, Local #18	

				(Confidential)

				12/1999 - 12/2000
	Puede Legal Services	

				(Confidential)

				9/1989 - 12/1999


    

    
  

  

  
    Education

    
      	SCHOOL	MAJOR	YEAR	DEGREE
	
            

          
	Holy Family High School 	Business	1989	
              
                High School/GED Degree
              
            


    

    
  

  

  





  Accomplishments

  
    Highlights:

    I have over 16 years in the clerical field. 10 years for a law firm, 6 years for a Real Estate/Property Management Firm. 
    
      Companies I like:

      ANY

    
  

  

  
    

    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 	
	Team Player	
	Computer Skills	
	Bilingual in Spanish	


    

    
  

  

  
    

    Keywords

    
      	Administrative Assistant
	Secretary
	Office Assistant
	Receptionist


    

    
  

  
    

    Responsibilities

    
      I was the main point of contact for the Director of the firm which made me more knowledgeable in my position and allowed me to gain more responsibility.
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