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      Tanya B

      
        Senior Administrative Assistant
        
        
        
        
        
        
        
        
      

      

    

    	
            Occupation:

            Secretary
          	
            Location:

            
              Fort Worth, TX
            
          	
            Education Level:

            High School/GED
          	
          Will Relocate:

          No
        


  

  






  Description

  
    An enthusiastic and dependable individual who excels in challenging and competitive environments.  Skillful at processing data and information, keeping records and tabulation.  Skilled in all aspects of Microsoft Office.  Able to provide end users with working understanding of computers.  High-energy; worked 40 hours per week while attending school part-time.

  

  

  
    

    Work Experience

    
      	COMPANY	POSITION HELD	DATES WORKED
	
            

          
	(Confidential)	

				(Confidential)

				6/2003 - Present
	Bio-Air Laboratories	

				(Confidential)

				6/2001 - 3/2003
	Pulte Homes of Texas	

				(Confidential)

				7/2000 - 6/2001


    

    
  

  

  
    Education

    
      	SCHOOL	MAJOR	YEAR	DEGREE
	
            

          
	Cooper High School	Diploma	1999	
              
                High School/GED Degree
              
            


    

    
  

  

  





  Accomplishments

  
    Highlights:

    
    
      Companies I like:

      Any company in my area.

    
  

  

  
    

    Job Skills

    
      	P&L responsibilities	
	Presentation	


    

    
  

  

  
    

    Keywords

    
      	Secretary
	Administrative Assistant
	Executive Assistant
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