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      CYNTHIA R

      
        Administrative Assistant with Management Qualities
        
        
        
        
        
        
        
        
      

      

    

    	
            Occupation:

            Office Clerk
          	
            Location:

            
              Milwaukee, WI
            
          	
            Education Level:

            Associate
          	
          Will Relocate:

          No
        


  

  






  Description

  
    Very fast learner, willing to take on the impossibe. Exceptional communication and supervisory skills. Know how to prioritize. Resourceful, loyal, trustworthy and great organiztional skills.

  

  

  
    

    Work Experience

    
      	COMPANY	POSITION HELD	DATES WORKED
	
            

          
	The Trane Company	

				(Confidential)

				7/2006 - 3/2008
	O'Byrne Distribution	

				(Confidential)

				4/2005 - 7/2006
	Waukesha State Bank	

				(Confidential)

				2/2002 - 4/2005


    

    
  

  

  
    Education

    
      	SCHOOL	MAJOR	YEAR	DEGREE
	
            

          
	Mid-State Technical College	Business Management	1998	
              
                Associate Degree
              
            
	Lincoln High School	General Studies	1976	
              
                High School/GED Degree
              
            


    

    
  

  

  





  Accomplishments

  
    Highlights:

    Being acknowledged by the School District of Waukesha Business Occupations CO-OP/Internship Program for me taking a sincere interest in the education of Waukesha's young people and providing a training station for Co-op Students while employed at Waukesha State Bank.
    
      Companies I like:

      Metavante, Quad Graphics, Froedtert Hospital

    
  

  

  
    

    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/Clerical
	Administrative or Clerical


    

    
  

  
    

    Responsibilities

    
      Lead a Service Crew of 20 to utilize the laptop computers to their advantage with new and innovative programs the Company had in view. I was the main point of the Customer Service in the Department.
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