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      Lavonne L

      
        Executive Assistant to Vice President
        
        
        
        
        
        
        
        
      

      

    

    	
            Occupation:

            Executive Secretary
          	
            Location:

            
              Denver, CO
            
          	
            Education Level:

            High School/GED
          	
          Will Relocate:

          No
        


  

  






  Description

  
    Highly skilled administrative assistant with exceptional computer, communication and people skills. Dedicate, loyal and trustworthy.

  

  

  
    

    Work Experience

    
      	COMPANY	POSITION HELD	DATES WORKED
	
            

          
	RE/MAX International	

				(Confidential)

				4/1984 - 3/2008


    

    
  

  

  
    Education

    
      	SCHOOL	MAJOR	YEAR	DEGREE
	
            

          
	A. Lincoln High School	Clerial	1977	
              
                High School/GED Degree
              
            


    

    
  

  

  





  Accomplishments

  
    Highlights:

    Proficient in all MicoSoft Applications
AS 400
Matrix
Execellent Telephone Skills
    
      Companies I like:

      Denver Broncos, Real Estate Company, Property Management

    
  

  

  
    

    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

    
      Responsible for new franchisees to receive the best possible training experience worldwide to achieve PMP in their market areas.  Event planning on all levels. 
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