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      KC B

      
        Administrative Executive
        
        
        
        
        
        
        
        
      

      

    

    	
            Occupation:

            Executive Secretary
          	
            Location:

            
              The Colony, TX
            
          	
            Education Level:

            Trade School
          	
          Will Relocate:

          YES
        


  

  






  Description

  
    Highly motivated business professional with excellent communication skills and a proven track record of success.

  

  

  
    

    Work Experience

    
      	COMPANY	POSITION HELD	DATES WORKED
	
            

          
	(Confidential)	

				(Confidential)

				11/2003 - Present
	City of The Colony	

				(Confidential)

				7/2001 - 11/2003
	Sage Telecom	

				(Confidential)

				12/1998 - 10/2001


    

    
  

  

  
    Education

    
      	SCHOOL	MAJOR	YEAR	DEGREE
	
            

          
	NCTC, BPI, CCCC	Various courses to enhance skill set	1982	
              
                Trade School Degree
              
            


    

    
  

  

  





  Accomplishments

  
    Highlights:

    
    
      Companies I like:

      Progressive,  IKEA,  EDS,  Frito Lay

    
  

  

  
    

    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

    
      	Administrative Assistant
	Office Manager
	Executive Assistant


    

    
  

  
    

    Responsibilities

    
      Developed and reworked local ordinances.  Created departmental S.O.P.'s for more accurate data handling.
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