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      Jessy R

      
        Top Performing Executive/Assistant Administrator with Sales/Purchasing Experience
        
        
        
        
        
        
        
        
      

      

    

    	
            Occupation:

            Executive Secretary
          	
            Location:

            
              Dallas, TX
            
          	
            Education Level:

            High School/GED
          	
          Will Relocate:

          No
        


  

  






  Description

  
    Highly efficient and driven professional with outstanding interpersonal, business, and leadership skills. 

  

  

  
    

    Work Experience

    
      	COMPANY	POSITION HELD	DATES WORKED
	
            

          
	Del Monte Fresh Produce	

				(Confidential)

				2/2007 - 5/2008
	Wal-Mart Distribution Center #6056	

				(Confidential)

				5/2000 - 2/2007


    

    
  

  

  
    Education

    
      	SCHOOL	MAJOR	YEAR	DEGREE
	
            

          
	Stephen F. Austin State University	Biology / Chemistry	1996	
              
                High School/GED Degree
              
            
	Trinity Valley Community College	General / Business Admin	1995	
              
                High School/GED Degree
              
            


    

    
  

  

  





  Accomplishments

  
    Highlights:

    
    
      Companies I like:

      Telligent,  Nestle`

    
  

  

  
    

    Job Skills

    
      	MS Office	
	Excel	
	Word	
	Powerpoint	
	Outlook	
	Access	
	Interpersonal Skills	
	Verbal Skills	
	Written Communication	
	Negotiation	
	Problem Solving	
	Time management and organization	
	Budgeting	
	Coaching and Influence	
	Leadership	
	Office Equipment	
	Internet Research	


    

    
  

  

  
    

    Keywords

    
      	Administrative
	Assistant
	MS Office
	Excel
	Word
	Powerpoint
	Executive
	Sales
	Purchasing
	Wal-Mart
	Retail Link
	Account
	Management
	Billing


    

    
  

  
    

    Responsibilities

    
      Took on new responsibilities when commodity manager had to go on medical leave.  Stepped up to incorporate her duties with my own and keep the team on track with our replenishment and sales goals. Trained new team members in sales and replenishment duties.  Supported them as they made the transition from trainee to full time team members. 
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