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      Brenda B

      
        Save the Day Secretary
        
        
        
        
        
        
        
        
      

      

    

    	
            Occupation:

            Secretary
          	
            Location:

            
              Baldwin Park, CA
            
          	
            Education Level:

            Associate
          	
          Will Relocate:

          YES
        


  

  






  Description

  
    Outgoing, logical, determined, loyal, efficient, reliable, and most of all willing to succeed.

  

  

  
    

    Work Experience

    
      	COMPANY	POSITION HELD	DATES WORKED
	
            

          
	Prime America Freight Systems Inc	

				(Confidential)

				9/2006 - 5/2007
	Dept of Alcoholic Beverage Control	

				(Confidential)

				7/1995 - 12/2005


    

    
  

  

  
    Education

    
      	SCHOOL	MAJOR	YEAR	DEGREE
	
            

          
	Mount San Antonio 	Liberal Arts	2001	
              
                Associate Degree
              
            


    

    
  

  

  





  Accomplishments

  
    Highlights:

    Executive Secretary
    
      Companies I like:

      Pepsi Company,  Disneyland Corporate,  Starbucks Corporate,  Mac Company

    
  

  

  
    

    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

    
      	Administrative/Clerical
	Executive Secretary


    

    
  

  
    

    Responsibilities

    
      Organized and maintained the corporate office of a small transportation business. Resolving disputes and coming up with different solutions were one of my major duties and concerns. Created business friendly relationships with different vendors pertaining to our business needs.
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