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        Success is being the best that I can and knowing I give my employers 150% everyday 
        
        
        
        
        
        
        
        
      

      

    

    	
            Occupation:

            Manager
          	
            Location:

            
              Montpelier, IN
            
          	
            Education Level:

            High School/GED
          	
          Will Relocate:

          No
        


  

  






  Description

  
    I would love to have a job that is not seasonal that deals primarily with the public and assisting them in any way that I can. I also love all aspects of office work so my ideal job would be one that combines both.

  

  

  
    

    Work Experience

    
      	COMPANY	POSITION HELD	DATES WORKED
	
            

          
	(Confidential)	

				(Confidential)

				9/2006 - Present
	Colbert/Ball Tax Service	

				(Confidential)

				12/2003 - 4/2007


    

    
  

  

  
    Education

    
      	SCHOOL	MAJOR	YEAR	DEGREE
	
            

          
	Blackford	General	1988	
              
                High School/GED Degree
              
            


    

    
  

  

  





  Accomplishments

  
    Highlights:

    Being the first and only manager in the Bluffton office, setting goals and continually achieving them. Due to exceptional customer service, my office numbers are continuing to increase each year whereas a few of our other offices are dropping. Also knowing that the other managers call me for assistance because they know I will help them.Being an intregal part of a team and watching it succeed.
    
      Companies I like:

      Central States Office, County Courthouse, Social Services or Senior Citizen related officesanywhere that would challenge my mind

    
  

  

  

  

  
    

    Keywords

    
      	filing skills
	Computer & spreadsheet effiency
	Organizing & payroll
	scheduling employees & appointments
	maintaining client confidientality
	ultra sensitive identity protection
	dealing with Government agencies
	managing cashflow
	monitoring office productivity
	handling client issues
	multi line telephone skills
	Office management
	Clerical office
	Customer Service


    

    
  

  
    

    Responsibilities

    
      Office management,Customer Care
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