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    Want your profile here?

    
      Becoming a member is easy!

      Climber.com works with you to help you advance your career by putting you directly in front of tens of thousands of recruiters in your field.  Sign up today on Climber.com

    

  


  
    Recruiters - Try Postings!

    
      Postings.com™ is a must-have for recruiters who want to:

      	Find Qualified Candidates
	Find Job orders and Post Splits
	Be Found in Search Engines
	Implement a Social Sourcing Strategy


      Click here to sign up for a free trial!

    

  


  
    
    
      
        
        
        
          
            
            
          
        
        
      
    
  

	
	

	
	







  
    
      
        I have the experience, qualifications and professionalism that you are looking for, so I look forward to meeting, and working with you!

      
      Obtain a position utilizing my organizational abilities, attention to detail, professionalism, multitasking skills, and my experience in prompt and courteous customer service.




      

      
      
        Executive Secretary

      
      
        Los Angeles, CA 

      

    


    About Me

    
      
	Industry:
	Clerical & Administrative
	Occupation:
	Executive Secretary
	Highlights:
	Division Manager, Assistant Residential Manager.
	Ideal Companies:
	Google,  
Oracle,  
animal protection/rehab,  
any job working with animals/mammals
	 
	Education level:
	High School/GED
	Will Relocate:
 	Yes
	Location:
	Los Angeles, CA   


    


    
      Major Responsibilities

      
        Currently control data entry of consequential reports for utilization by the Sr. Director of Quality/Safety/Training.
      

    

    
      Work Experiences

      
        
  5/2005 - Present

  (private)
  
  Individual Contributor

  	


  


  1/2005 - 4/2005

  
    Woodland Aviation
  
Individual Contributor

  	


  


  5/2003 - 1/2005

  
    NorthStar Communications
  
Individual Contributor

  	


  


  5/2003 - 5/2003

  
    Renoir Staffing Agcy
  
Individual Contributor

  	


  


  10/2002 - 4/2003

  
    Mary Kay
  
Manager

  	


  


  6/2000 - 4/2002

  
    The Willows
  
Individual Contributor

  	


  


  4/1999 - 6/2000

  
    Tandem Properties
  
Individual Contributor

  	


  


  4/1997 - 1/1999

  
    Industrial Vacuu Engineering
  
Individual Contributor

  	


  


      

    

    
      Education

      
        

        
          1981

          High School/GED Degree

          Chaffey

          	General - Diploma


        
          1957

          Trade School Degree

          PCDI

          	Medical Transcription


        
      

    

    

    
      Skills

      
        	Skill	Rating
	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

      
        Executive Administrator
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