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      Christina D

      
        The Rodeo Queen of Office Assistants
        
        
        
        
        
        
        
        
      

      

    

    	
            Occupation:

            Answering Service Operator
          	
            Location:

            
              Austin, TX
            
          	
            Education Level:

            Trade School
          	
          Will Relocate:

          YES
        


  

  






  Description

  
    Energetic, multitasking, office assistant with exceptional interpersonal, communications and customer representative skills. Who is loyal, creative, and resourceful.

  

  

  
    

    Work Experience

    
      	COMPANY	POSITION HELD	DATES WORKED
	
            

          
	Board of Pardons and Paroles	

				(Confidential)

				1/2008 - 5/2008
	(Confidential)	

				(Confidential)

				1/2008 - Present
	Top Surface	

				(Confidential)

				9/2007 - 1/2008
	Speedy Stop	

				(Confidential)

				7/2007 - 9/2007
	Prince of Peace ECLC 	

				(Confidential)

				10/2006 - 6/2007
	Doc's Country Store	

				(Confidential)

				8/2006 - 10/2006
	Doc's Country Store 	

				(Confidential)

				3/2006 - 5/2006
	A + Fun Learning Center 	

				(Confidential)

				4/2005 - 12/2005


    

    
  

  

  
    Education

    
      	SCHOOL	MAJOR	YEAR	DEGREE
	
            

          
	Kaplan University	Criminal Justice _currantly worrking on	2008	
              
                Bachelor Degree
              
            
	Elgin High	General Studies	2004	
              
                High School/GED Degree
              
            


    

    
  

  

  





  Accomplishments

  
    Highlights:

    
    
      Companies I like:

      any and all

    
  

  

  
    

    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 	
	Telecommunications	
	Excel, Word, Access, Powerpoint	


    

    
  

  

  
    

    Keywords

    
      	office assistant
	Administrative Assistant
	Customer Service
	Customer Representative
	Data Entry


    

    
  

  
    

    Responsibilities

    
      Switchboard operator- was responsible for answering, transfering, and taking messages for multiple lines. This included looking up information for the caller and answering/transfering to the right department within the agency; mail/runner - date stamped, documented and rerouted incoming correspondance. 
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