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        An asset to your company
        
        
        
        
        
        
        
        
      

      

    

    	
            Occupation:

            Executive Secretary
          	
            Location:

            
              Bonsall, CA
            
          	
            Education Level:

            Bachelor
          	
          Will Relocate:

          No
        


  

  






  Description

  
    Experienced, intelligent Office Manager with exceptional interpersonal, communication and customer service skills. Computer literate on many programs, always willing to learn. Friendly, Creative, skilled.

  

  

  
    

    Work Experience

    
      	COMPANY	POSITION HELD	DATES WORKED
	
            

          
	(Confidential)	

				(Confidential)

				1/2007 - Present
	(Confidential)	

				(Confidential)

				1/2007 - Present
	Welk Resort	

				(Confidential)

				9/2005 - 1/2007
	Tandem Computers	

				(Confidential)

				4/1981 - 5/1989


    

    
  

  

  
    Education

    
      	SCHOOL	MAJOR	YEAR	DEGREE
	
            

          
	Univ. of Maryland	Social/Vocational Psych	1977	
              
                Bachelor Degree
              
            
	Keystone Jr. College	General Education	1974	
              
                Associate Degree
              
            


    

    
  

  

  





  Accomplishments

  
    Highlights:

    Starting in commercial computer management and operations with NASA. Moved on to Computer Instructor and Education Manager for a Fortune 500 company. Owned, developed and operated both retail and Internet business. Added PBX and Dispatch to career and now work as a Office Manager for a growing company.
    
      Companies I like:

      Palomar Hospital, 
Sharp HealthCare,  Scripps,  Mercedes Benz

    
  

  

  
    

    Job Skills

    
      	P&L responsibilities	
	Presentation	
	Ecommerce Strategy and digital marketing channels optimization - SEO, SEM, email, affiliates - for high-profile accounts.	
	Technology Solutions	


    

    
  

  

  
    

    Keywords

    
      	Office
	Admin
	Dispatch


    

    
  

  
    

    Responsibilities

    
      Responsible for all aspects of running the Front Office, Development of new Communications for employees, vendors and customers.
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