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      Kimberly G

      
        Experienced, dependable and adaptive Administrative Assistant
        
        
        
        
        
        
        
        
      

      

    

    	
            Occupation:

            Office Clerk
          	
            Location:

            
              Littleton, CO
            
          	
            Education Level:

            Trade School
          	
          Will Relocate:

          YES
        


  

  






  Description

  
    Looking for a stable company interested in an experienced and adaptive administrative assistant who's skill starts at the front desk and ends wherever you see fit.

  

  

  
    

    Work Experience

    
      	COMPANY	POSITION HELD	DATES WORKED
	
            

          
	Humana Inc	

				(Confidential)

				8/2007 - 4/2008
	IMI Global	

				(Confidential)

				1/2007 - 8/2007
	Weathersure Systems	

				(Confidential)

				11/2005 - 11/2006
	The Capital Group	

				(Confidential)

				2/2005 - 5/2005
	Pollution Control	

				(Confidential)

				12/2004 - 1/2005
	Trammell Crow	

				(Confidential)

				10/2004 - 12/2004
	ZC Sterling	

				(Confidential)

				2/1995 - 2/2003


    

    
  

  

  
    Education

    
      	SCHOOL	MAJOR	YEAR	DEGREE
	
            

          
	Larson Training Center	Admin and accounting	2004	
              
                Trade School Degree
              
            
	Diamond Bar High	General	1988	
              
                High School/GED Degree
              
            


    

    
  

  

  





  Accomplishments

  
    Highlights:

    created employee handbook, assisting with public data for SEC stock information, assisting all levels of employees at several companies, and with several accounting departments
    
      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 	


    

    
  

  

  

  
    

    Responsibilities

    
      I suggested a more inexpensive marketing tool to impress new clients.  I was allowed to work on my own to create an employee handbook and work with others to create a spreadsheet for long-term use by the company.
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