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      Danielle D

      
        The Ideal Person for your Company
        
        
        
        
        
        
        
        
      

      

    

    	
            Occupation:

            Secretary
          	
            Location:

            
              Kissimmee, FL
            
          	
            Education Level:

            Bachelor
          	
          Will Relocate:

          YES
        


  

  






  Description

  
    

  

  

  
    

    Work Experience

    
      	COMPANY	POSITION HELD	DATES WORKED
	
            

          
	(Confidential)	

				(Confidential)

				4/2006 - Present
	A1 Mortgage Station	

				(Confidential)

				6/2005 - 3/2006


    

    
  

  

  
    Education

    
      	SCHOOL	MAJOR	YEAR	DEGREE
	
            

          
	KAMBUCK RESOURCES Mortgage Broker School	Mortgage Broker	2005	
              
                Trade School Degree
              
            
	University of Massachusetts	Art	1991	
              
                Bachelor Degree
              
            


    

    
  

  

  





  Accomplishments

  
    Highlights:

    Word processing of letters and memos
Write billings and invoices for top builders
Outstanding communication, presentation, and sale skills
Strong ability in personnel interviewing 
Skilled in processing of loan forms using Calyx
Skilled in organization and office procedures
Ability to achieve immediate and long-term goals and meet
operational deadlines

    
      Companies I like:

      Suntrust Bank
Washington Mutual
Ritz-Carlton Hotel
Countrywide Mortgage

    
  

  

  

  

  
    

    Keywords

    
      	Licensed Mortgage Broker
	Excellent Secretarial Skills
	Exceellent Microsoft Office Skills


    

    
  

  
    

    Responsibilities

    
      Invoices and word processing
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