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      Diana Q

      
        Office Manager
        
        
        
        
        
        
        
        
      

      

    

    	
            Occupation:

            Office Clerk
          	
            Location:

            
              Kissimmee, FL
            
          	
            Education Level:

            Associate
          	
          Will Relocate:

          No
        


  

  






  Description

  
    dedicated, personable, motivated, hard working, organized, caring, team player

  

  

  
    

    Work Experience

    
      	COMPANY	POSITION HELD	DATES WORKED
	
            

          
	Avatar Properties	

				(Confidential)

				8/2000 - 4/2007
	Walgreen Drug 	

				(Confidential)

				5/1977 - 6/2000


    

    
  

  

  
    Education

    
      	SCHOOL	MAJOR	YEAR	DEGREE
	
            

          
	Florida Metopolitan University	Paralegal Studies	1993	
              
                Associate Degree
              
            


    

    
  

  

  





  Accomplishments

  
    Highlights:

    Being promoted to Executive Assistant and being held in high esteem by my superiors and my peers.
    
  

  

  
    

    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	
	Software Implementation	
	Requirements Analysis  & Specification	
	Leadership 	


    

    
  

  

  
    

    Keywords

    
      	Executive Secretary
	Administrative Assistant
	Office Manager
	Manager


    

    
  

  
    

    Responsibilities

    
      I handle many things in my current position.  I'm an assistant to the Vice President of Administration.  I handle all customer complaints.  I oversee the running of the administration offices.  I'm known as the go to person in the company I work for.  
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