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      Yvette G

      
        Thrive when a challenge presents itself.
        
        
        
        
        
        
        
        
      

      

    

    	
            Occupation:

            Executive Secretary
          	
            Location:

            
              Bakersfield, CA
            
          	
            Education Level:

            Trade School
          	
          Will Relocate:

          No
        


  

  






  Description

  
    Ambitious learner with impressive delivery of tasks. Adapts well under time constraints and change. Hard working, reliable, able to multi-task and communicate to all levels of management with a high degree of confidence.

  

  

  
    

    Work Experience

    
      	COMPANY	POSITION HELD	DATES WORKED
	
            

          
	Family Amusement Corporation	

				(Confidential)

				3/2001 - 12/2004
	Public Storage Corp. Home Offices	

				(Confidential)

				1/2000 - 3/2001
	Warner Brothers Studios Home Buying Office	

				(Confidential)

				8/1996 - 8/1999


    

    
  

  

  
    Education

    
      	SCHOOL	MAJOR	YEAR	DEGREE
	
            

          
	American Management Association International	Administrative/Business Writing	1999	
              
                Trade School Degree
              
            
	Glendale Community College	Computer programs	1993	
              
                Trade School Degree
              
            
	Glendale High School	General	1989	
              
                High School/GED Degree
              
            
	Cal State Los Angeles	Theatre Arts	1989	
              
                Trade School Degree
              
            


    

    
  

  

  





  Accomplishments

  
    Highlights:

    In all of my years in the corporate world, by my hard work as a loyal, dependable, motivated, self-starter and as a team player I have always been shown the rewards and appreciation of my work-ethic by continuous promotion and company wide recognition from some rather high profile companies.
    
      Companies I like:

      Exxon,  Coca-Cola,  Aramark,  Time Warner,  Chevron,  Disney,  Farmers Insurance,  State Farm and U.S. Government,  State or City jobs.

    
  

  

  
    

    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

    
      	Administrative
	Entertainment
	Real Estate/Property Management


    

    
  

  
    

    Responsibilities

    
      Sat on two committees for a local non-profit organization and brought in thousands of dollars as a fundraiser coordinator for the past two years. Created an impactful and impressive presentation for over 500 employees at our companies annual sales meeting for the studios.
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