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      Sonia M

      
        Office Manager, Administrative Assistant
        
        
        
        
        
        
        
        
      

      

    

    	
            Occupation:

            Secretary
          	
            Location:

            
              Columbus, OH
            
          	
            Education Level:

            Trade School
          	
          Will Relocate:

          No
        


  

  






  Description

  
    I am a very fast learner who enjoys new things.  I like a job that is challenging and will keep me occupied.

  

  

  
    

    Work Experience

    
      	COMPANY	POSITION HELD	DATES WORKED
	
            

          
	(Confidential)	

				(Confidential)

				9/2000 - Present
	Columbus Life Insurance Company	

				(Confidential)

				5/1988 - 9/1991
	A & M Dsistributing	

				(Confidential)

				1/1981 - 5/1988


    

    
  

  

  
    Education

    
      	SCHOOL	MAJOR	YEAR	DEGREE
	
            

          
	Northeast Career Center	Legal Secretary	1981	
              
                Trade School Degree
              
            


    

    
  

  

  





  Accomplishments

  
    Highlights:

    Dean's List
    
      Companies I like:

      DSCC,  AEP,  Edward Jones,  Scott's

    
  

  

  
    

    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	
	Leadership 	


    

    
  

  

  
    

    Keywords

    
      	dedicated
	secretary
	coordinator
	receptionist
	data entry


    

    
  

  
    

    Responsibilities

    
      Work independently with several projects due at once

responsible for making appointments, invoicing and accounts receivable
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