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      Christine G

      
        Project Coordinator/Office Manager
        
        
        
        
        
        
        
        
      

      

    

    	
            Occupation:

            Manager
          	
            Location:

            
              Peoria, AZ
            
          	
            Education Level:

            Trade School
          	
          Will Relocate:

          No
        


  

  






  Description

  
    Business Manager - Accounts Payable, Accounts Receivable, Payroll, Human Resources, Collections, Budget & Sales Forecasting, etc.

  

  

  
    

    Work Experience

    
      	COMPANY	POSITION HELD	DATES WORKED
	
            

          
	(Confidential)	

				(Confidential)

				2/2008 - Present
	Service 1st Window and Pressure Cleaning	

				(Confidential)

				6/2006 - 2/2008
	Dillard's	

				(Confidential)

				7/2002 - 6/2006


    

    
  

  

  
    Education

    
      	SCHOOL	MAJOR	YEAR	DEGREE
	
            

          
	Salem County Vocational Technical School	Medical Secretary	1983	
              
                Trade School Degree
              
            


    

    
  

  

  





  Accomplishments

  
    Highlights:

    
    
      Companies I like:

      Construction companies,  Service Industries (window washing,  carpet cleaning,  etc),  Manufacturer's,  Property Management

    
  

  

  
    

    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 	
	Office Manager	
	Microsoft Word, Excel, Powerpoint, etc.	


    

    
  

  

  
    

    Keywords

    
      	manager
	payroll
	accounts payable
	accounts receivable
	scheduling
	marketing
	human resources


    

    
  

  
    

    Responsibilities

    
      In my role as Office Manager, I was responsible for all of the finances (A/P, A/R, Payroll, Purchases, Budgeting, etc).  I was also responsible for collections (invoicing and making collection calls) as well as handling the entire Human Resources functions.
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