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      Wendy L

      
        Experienced, Trustworthy, Sense of Humor Administrative Assistant
        
        
        
        
        
        
        
        
      

      

    

    	
            Occupation:

            Executive Secretary
          	
            Location:

            
              Mchenry, IL
            
          	
            Education Level:

            Bachelor
          	
          Will Relocate:

          YES
        


  

  






  Description

  
    

  

  

  
    

    Work Experience

    
      	COMPANY	POSITION HELD	DATES WORKED
	
            

          
	Airport Accommodations	

				(Confidential)

				5/2005 - 6/2006
	Advantage Sales & Marketing	

				(Confidential)

				3/2004 - 5/2005
	American Society of Plastic Surgeons	

				(Confidential)

				12/2002 - 1/2004
	XL Specialty Insurance Company	

				(Confidential)

				4/2001 - 12/2002
	Aerial Communications, Inc.	

				(Confidential)

				10/1998 - 7/2000


    

    
  

  

  
    Education

    
      	SCHOOL	MAJOR	YEAR	DEGREE
	
            

          
	University of Illinois at Chicago	Communications (Liberal Arts)	1988	
              
                Bachelor Degree
              
            
	Lane Technical High School	Music and General Course Requirements	1983	
              
                High School/GED Degree
              
            


    

    
  

  

  





  Accomplishments

  
    Highlights:

    I have fifteen years of experience as an Administrative/Executive assistant.
    
      Companies I like:

      CNA,  Aon,  Google

    
  

  

  

  

  
    

    Keywords

    
      	Administrative Assistant
	Executive Assistant


    

    
  

  
    

    Responsibilities

    
      Powerpoint presentations, creating correspondence.
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