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            Occupation:

            Secretary
          	
            Location:

            
              Coppell, TX
            
          	
            Education Level:

            Bachelor
          	
          Will Relocate:

          No
        


  

  






  Description

  
    I have a very outgoing and can do personality. My leadership abilities has given me the opportunity to help other people in our office learn about software programs as well as streamline the way things are done in the office. I have analytical skills which allow me to see the big picture while simultaneously working on the smaller aspects of a task. Having good time management skills has made maintaining my calendar along with several other calenders for travel and meetings a walk in the park. My sights are set high for my career path and I'm looking for the company with a pat I can follow as well as help develop.
 
As business management student, I worked on developing my management skills, both with people and time. I have I developed presentations and wrote policies and procedure manuals. My sales experience at the Killeen Daily Herald has provided me with skills in both sales and creative advertising.  


  

  

  
    

    Work Experience

    
      	COMPANY	POSITION HELD	DATES WORKED
	
            

          
	(Confidential)	

				(Confidential)

				1/2008 - Present
	IMC 2	

				(Confidential)

				9/2007 - 12/2007
	Deloitte	

				(Confidential)

				7/2006 - 6/2007
	Rimkus Consulting Group	

				(Confidential)

				6/2002 - 6/2006


    

    
  

  

  
    Education

    
      	SCHOOL	MAJOR	YEAR	DEGREE
	
            

          
	Kaplan University	Business Management	2007	
              
                Bachelor Degree
              
            
	Professional Career Development Institute	Paralegal	2003	
              
                Trade School Degree
              
            


    

    
  

  

  
    Social Media

    
      	TYPE	TITLE	URL	DESCRIPTION
	
            

          
	Website	United Nations Systems Staff College	media url	Provided games for meetings that I facilitate


      

    

    
  





  Accomplishments

  
    Highlights:

    
    
      Companies I like:

      Medium to Large companies

    
  

  

  
    

    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

    
      	Management
	Administrative
	Office Manager
	Legal Assistant
	Research
	Para Professional
	Business Development
	Director
	Legal Secretary
	Entry Level Paralegal
	Human Resources
	Recruiting
	Executive Assistant
	Analyst
	Generalist
	HR
	Coordinator
	Project
	Microsoft Word
	Power Point
	Excel
	Data Entry


    

    
  

  
    

    Responsibilities

    
      Being the office manager at the company I currently work at has allowed me to enhance my organizational and leadership skills. I have been responsible for ensuring the office runs smoothly and everyone knows where to find the answers they are looking for. The second area of responsiblity is managing employee information amongst our office as well as a distant office. This has introduced me the Human Resources field. 
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