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        The Right Person for the Job who is Moving to North Carolina
        
        
        
        
        
        
        
        
      

      

    

    	
            Occupation:

            Secretary
          	
            Location:

            
              Capitol Heights, MD
            
          	
            Education Level:

            Trade School
          	
          Will Relocate:

          YES
        


  

  






  Description

  
    I am originally from Durham, NC and right now I am looking to move back there within the next couple of months to be close to my family. It is not because I am unhappy with my current employment. I should be available to work effective the first week of September.

I have been with my current company since July 15, 2002. I work in the Property Management division of William C. Smith & Co. I perform administrative duties for (6) six Property Managers. My duties include but are not limited to:  typing correspondence, answering a multi-line phone, communications coordinator (cell phones, pdas, pagers, etc) ordering devices and maintaining the accounts for the company, monitoring and making changes to the Property Managers calendars, scheduling appointments, setting up and cleaning up meetings, etc. I use my customer service skills to field calls from tenants as well as contractors. I have more than 10 years of customer service experience in different fields of service. I think I would make an asset to any company that would hire me.

You will find that I am a hard-working team player. My ability to work independently and take initiative with my duties makes me a precious commodity. I do not have a college background but I more than make up for that with my experience. Given the chance I will make an excellent choice for the right company.

Currently my salary is $38,500. I am very flexible with the salary because I am moving and just need a career at this point. 

Please take the time to consider my resume. If you feel that I would be suitable for any employment opportunities that you may have available, then please feel free to contact me either by email at tcek73@hotmail.com or by phone on (301) 996-6560.

Thank you in advance for your time and consideration.


  

  

  
    

    Work Experience

    
      	COMPANY	POSITION HELD	DATES WORKED
	
            

          
	(Confidential)	

				(Confidential)

				7/2002 - Present
	Door Doctor of North America	

				(Confidential)

				1/1998 - 9/2000


    

    
  

  

  
    Education

    
      	SCHOOL	MAJOR	YEAR	DEGREE
	
            

          
	Washington Business School	Micro Computer Specialist	1992	
              
                Trade School Degree
              
            


    

    
  

  

  





  Accomplishments

  
    Highlights:

    
    
  

  

  
    

    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 	
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