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    Want your profile here?

    
      Becoming a member is easy!

      Climber.com works with you to help you advance your career by putting you directly in front of tens of thousands of recruiters in your field.  Sign up today on Climber.com

    

  


  
    Recruiters - Try Postings!

    
      Postings.com™ is a must-have for recruiters who want to:

      	Find Qualified Candidates
	Find Job orders and Post Splits
	Be Found in Search Engines
	Implement a Social Sourcing Strategy


      Click here to sign up for a free trial!

    

  


  
    
    
      
        
        
        
          
            
            
          
        
        
      
    
  

	
	

	
	







  
    
      
        Positive, Well-Spoken & Enthusiastic!

      
      I'm searching for a progressive local business that will allow me to use the skills and talents I've acquired, to assist in achieving team goals. I would prefer to work in an environment where creativity is encouraged, and on-the-job training is a continuing process so that I can expand my understanding of the company, as to become an essential and knowledgeable employee. Ultimately, I need for my employment to have a positive purpose and impact. I want to work for a company that I can take pride in.




      

      
      
        Office Clerk

      
      
        Arnold, MO 

      

    


    About Me

    
      
	Industry:
	Clerical & Administrative
	Occupation:
	Office Clerk
	Highlights:
	Employee of the Year-scholarship received
	Ideal Companies:
	Missouri Department of Conservation,  Missouri Parks Department,  Powder Valley Nature Center,  Missouri Botanical Gardens,  American Red Cross,  St. Louis Zoo
	 
	Education level:
	Associate
	Will Relocate:
 	No
	Location:
	Arnold, MO   


    


    
      Major Responsibilities

      
        Client interaction: establishing and maintaining a positive relationship with clients by confirming an understanding of their needs and expectations.

Office Communications: processing        inbound and outbound electronic mail, as well as traditional mail, promptly relaying telephone messages, and ensuring fax messages were received and understood are vital for positive communication relations.
      

    

    
      Work Experiences

      
        
  9/2007 - Present

  (private)
  
  Individual Contributor

  	Responsible for heavy calendar management, coordinating meetings, answering phones and efficiently processing both outgoing and incoming electronic communications on behalf of the firm, assisting partners with preparation of presentation materials, preparing background documents and outgoing mail as necessary, prioritizing multiple tasks, following through on responses in a timely manner and overall office organization.


  


  11/2006 - 9/2007

  
    Good Earth Tools
  
Individual Contributor

  	Create daily and weekly reports for supervisors and general manager.
Schedule department meetings, assist in software training classes, create formal bid proposals to be sent to clients, archive information both electronically and hard copy style, update the company  MSDS information and maintain current record updates as they became available, interact with salespeople to provide support and client satisfaction follow-up.


  


  8/2004 - 8/2006

  
    ADP (Automatic Data Processing)
  
Individual Contributor

  	Worked independently to investigate, research, analyze and resolve client problems with multiple solutions.
Exercised excellent communication skills through verbal and written follow-up on client cases to ensure satisfaction and provide resolution.
Proficient at multi-tasking, often navigating 15+ programs simultaneously.


  


      

    

    
      Education

      
        

        
          2008

          Associate Degree

          Jefferson College

          	Biology


        
      

    

    

    
      Skills

      
        	Skill	Rating
	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 	
	Listening	
	Public Speaking	


      

    

    
      Keywords

      
        Nonprofit, Administrative
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          1 833 763 2297
        

        
          
          
          
        

      

    

    
      Climber.com is a trademark of Mingle, LLC. © Copyright 2007-2024 Mingle, LLC. All rights reserved. [C3]
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	     I have already activated my email address

	     This is my first time downloading a resume

	


  

  
  
  




    

  



      
      


    

    
    
    
    

    
    
    
  