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      Georgina B

      
        Clerical Support Office Support
        
        
        
        
        
        
        
        
      

      

    

    	
            Occupation:

            Office Clerk
          	
            Location:

            
              Clearfield, UT
            
          	
            Education Level:

            Trade School
          	
          Will Relocate:

          No
        


  

  






  Description

  
    able to do research, can do computer/data entry work, filing, copying, filling out forms, invoices, tickets.

  

  

  
    

    Work Experience

    
      	COMPANY	POSITION HELD	DATES WORKED
	
            

          
	Rotech Clearfied Billing	

				(Confidential)

				8/2005 - 5/2006
	Internal Revenue Service	

				(Confidential)

				12/1997 - 11/2006
	Federal Government Hill AFB	

				(Confidential)

				8/1984 - 9/1994


    

    
  

  

  
    Education

    
      	SCHOOL	MAJOR	YEAR	DEGREE
	
            

          
	Weber State University	Health Ed/Communications	1996	
              
                Associate Degree
              
            
	Ogden-Weber ATC	Medical Secretary	1995	
              
                Trade School Degree
              
            
	Ogden-Weber ATC	Clerical	1981	
              
                Trade School Degree
              
            
	Stevens Henager Business College	Fashion Merchandising	1971	
              
                Trade School Degree
              
            
	Roy Sr High	General Business	1969	
              
                High School/GED Degree
              
            


    

    
  

  

  





  Accomplishments

  
    Highlights:

    hard worker, willing to go the extra mile
    
      Companies I like:

      Health Insurance Companies,  Hospitals,  Clinics,  Local Goverment Offices,  Small Business Offices

    
  

  

  
    

    Job Skills

    
      	P&L responsibilities	
	Presentation	
	Technology Solutions	
	Sales Support	
	Software Implementation	
	Requirements Analysis  & Specification	


    

    
  

  

  
    

    Keywords

    
      	Clerical
	Office
	Support
	Cashier
	Organizational skills
	Filing Skills
	work quietly and efficiently
	learns a new task well


    

    
  

  
    

    Responsibilities

    
      Research & Computer Data Entry
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