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      Theresa M

      
        Short in Statue but in Sight
        
        
        
        
        
        
        
        
      

      

    

    	
            Occupation:

            Receptionist
          	
            Location:

            
              Byram, MS
            
          	
            Education Level:

            Trade School
          	
          Will Relocate:

          No
        


  

  






  Description

  
    What missing Fields

  

  

  
    

    Work Experience

    
      	COMPANY	POSITION HELD	DATES WORKED
	
            

          
	MS State Dept of Education/Office of Vocational & Technical Education	

				(Confidential)

				2/1974 - 5/2000
	Harrison County School System	

				(Confidential)

				12/1970 - 9/1971
	MS State Dept of Education/ESEA Title I Unit	

				(Confidential)

				2/1966 - 11/1970


    

    
  

  

  
    Education

    
      	SCHOOL	MAJOR	YEAR	DEGREE
	
            

          
	Mississippi College	Business Administation	1986	
              
                Associate Degree
              
            
	Hinds Community College	Business Administration	1986	
              
                Associate Degree
              
            
	Jackson Commercial College	Secretarial Science	1966	
              
                Trade School Degree
              
            


    

    
  

  

  





  Accomplishments

  
    Highlights:

    Did not complete Business Administration degree due to divorce 
    
      Companies I like:

      MS Republican Party,  The Nowell Agency

    
  

  

  
    

    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

    
      	Projects Officer
	Administrative Assistant
	Secretary/Receptionist


    

    
  

  
    

    Responsibilities

    
      Assisted in the acquisition & networking of computer system for MS Dept of Educ/Office of Voc & Tech Educ;  trained upper level management in use of MS Word, MS Excel, and Intro to the Internet
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