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      Linda B

      
        Executive Administrative Assistant
        
        
        
        
        
        
        
        
      

      

    

    	
            Occupation:

            Executive Secretary
          	
            Location:

            
              Conroe, TX
            
          	
            Education Level:

            High School/GED
          	
          Will Relocate:

          YES
        


  

  






  Description

  
    

  

  

  
    

    Work Experience

    
      	COMPANY	POSITION HELD	DATES WORKED
	
            

          
	(Confidential)	

				(Confidential)

				3/2002 - Present


    

    
  

  

  
    Education

    
      	SCHOOL	MAJOR	YEAR	DEGREE
	
            

          
	Leon High	College	1963	
              
                High School/GED Degree
              
            


    

    
  

  

  





  Accomplishments

  
    Highlights:

    
    
      Companies I like:

      Shell,  Exxon,  Southwest Airlines,  

    
  

  

  

  

  
    

    Keywords

    
      	calendar
	event planning
	organized
	calendaring
	Minutes


    

    
  

  
    

    Responsibilities

    
      Keeping executive on track with meetings and associated material for the meeting(s); summarizing data/information 
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