

    
      

			

      
  
    
    		
          
            

            

            
              

              

            

          

        	


    
  

  


      
  

    
      
        

        

        
          

          

        

      

    



  

  


      
				
        
					
  
    
      
      
      
        Employers, Click Here!
      

	      

      

    

  



				

        

				
        
          

					
					
          
            
              
              
              
              









  Home

  
     » 
    Online Resumes
     » 
    PDF-DOC-TXT-RTF
  

  
     » 
    High School/GED Degree Resumes
  

  
     » 
    Clerical & Administrative Resumes
  

  
     » 
    Office Clerk Resumes
  

  





  
    
      
        Please enter the following text as it appears: ooON0S

         
      

      
      
        
      

      
        
          
          

					
          	
					

          
          

           
            
          
        

      

    

    
		
    
      Please enter the following text as it appears: ooON0S

       
    

    

    

  


  
    
    
    
      Diane C

      
        Clerical, Receptionist, Administrative Support & Guest Service Expert
        
        
        
        
        
        
        
        
      

      

    

    	
            Occupation:

            Office Clerk
          	
            Location:

            
              Chicago, IL
            
          	
            Education Level:

            High School/GED
          	
          Will Relocate:

          YES
        


  

  






  Description

  
    Eeecutive Secretary experience and guest service experience at Target.

  

  

  
    

    Work Experience

    
      	COMPANY	POSITION HELD	DATES WORKED
	
            

          
	Target Corporation	

				(Confidential)

				11/1999 - 6/2007
	RR Donnelley & Company	

				(Confidential)

				11/1988 - 1/1997


    

    
  

  

  
    Education

    
      	SCHOOL	MAJOR	YEAR	DEGREE
	
            

          
	Downers Grove High School	General/Business	1984	
              
                High School/GED Degree
              
            
	Downers Grove High School	General/Business	1984	
              
                High School/GED Degree
              
            


    

    
  

  

  





  Accomplishments

  
    Highlights:

    
    
      Companies I like:

      I am open to any new challenges.  Companies that strive for great guest service would be a great fit for me.

    
  

  

  
    

    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

    
      	clerical
	administrative
	secretarial


    

    
  

  
    

    Responsibilities

    
      Responsible for all aspects of the Cosmetic Department.  Fill in for Reverse Logistics and Price Change.  

At RR Donnelley was Executive Secretary to Executive Vice President and Vice President.  Wrote correspondence, created presentations, arranged meetings and worked on the budget.
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