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      CARMEN T

      
        EXPERIENCES ADMIN ASSISTANT
        
        
        
        
        
        
        
        
      

      

    

    	
            Occupation:

            Secretary
          	
            Location:

            
              Belleville, KS
            
          	
            Education Level:

            Bachelor
          	
          Will Relocate:

          YES
        


  

  






  Description

  
    Eceptional interpersonal communicantion skills.  Leader, creative, resurceful

  

  

  
    

    Work Experience

    
      	COMPANY	POSITION HELD	DATES WORKED
	
            

          
	OLAN MILLS CHURCH DIVISION	

				(Confidential)

				8/2000 - 4/2003
	VICENTE RIVERA 	

				(Confidential)

				9/1996 - 5/2000
	INSTITUTO EDUCATIVO SUBIRY	

				(Confidential)

				4/1996 - /1997
	BERLITZ LANGUAGE INSTITUTE	

				(Confidential)

				1/1993 - 4/1996
	TRIAD CORP	

				(Confidential)

				8/1987 - 8/1992
	UNITED STATES AIR FORCE	

				(Confidential)

				2/1977 - 11/1987
	COMMONWEALTH OIL COMPANY	

				(Confidential)

				3/1974 - 5/1977
	Dreyer & Traub Law Offices	

				(Confidential)

				7/1971 - 8/1973
	LaBanqueContinental	

				(Confidential)

				5/1969 - 8/1971
	HUDSON OPTICAL	

				(Confidential)

				4/1967 - 6/1969


    

    
  

  

  
    Education

    
      	SCHOOL	MAJOR	YEAR	DEGREE
	
            

          
	COLUMBUS UNIVERSITY	ELEMENTARY EDUCATION	2001	
              
                Bachelor Degree
              
            
	QUEENSBORO COMMUNITY COLLEGE	ADMINISTRATION	1970	
              
                Associate Degree
              
            
	LONG ISLAND CITY HIGH SCHOOL	SECRETARIAL	1968	
              
                High School/GED Degree
              
            


    

    
  

  

  





  Accomplishments

  
    Highlights:

    Worked as Admin Assistant with law firms between 1969 & 1979. Served with the United States Air Force in the Chaplaincy Office between 1977 & 1987.  Completed B.A in Education and Administration and taught in a special education facility for 5 years in Puerto Rico.
    
  

  

  
    

    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 	


    

    
  

  

  

  
    

    Responsibilities

    
      a company which would allow me to use my extensive past experiences as a military member, a secretary and a teacher.
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