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    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


      
        
          30-Day Free Trial!
          Name:
          

          Company:
          

          Email:
          

          Phone:
          

          Attend Next Webinar
        

      

    

  

  
    Job Seekers - Look Here!

    
      Hitting a wall with your job search?  Try Climber Premium.

      	Top the Search Engines
	Unsurpassed Candidate Marketing
	Power Career Networking
	Fresh Jobs from the Net


      Click here to sign up for a free trial!
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  Online Resumes with "Administrative Tasks"

  



	

		
	
	
	    ADMINISTRATIVE ASSISTANT

		
      
        Clerical & Administrative Resumes
        - Receptionist Resumes
        - Hanover, PA
      

        
        
        
        
        
        
        
        
        
    

    PROFESSIONAL, ORGANIZED, DETAIL ORIENTED, LEARN QUICKLY, ABLE TO MULTI-TASK

		
			Ideal Companies: UTZ,  SNYDERS,  VECTRON INTERNATIONAL

		
		
			
				Tags for this Online Resume: 
				FRONT DESK, PHONES, ADMINISTRATIVE TASKS, switchboard
			

		
	 
	

		

	
	
	    Bank Operations

		
      
        Management & Business Resumes
        - Supervisor Resumes
        - Mcdonough, GA
      

        
        
        
        
        
        
        
        
        
    

    

		
			Ideal Companies: CNN,  GA Power,  Delta Airlines,  ALPHLA,  Nestlie

		
		
			
				Tags for this Online Resume: 
				Production Environment
			

		
	 
	

		

	
	
	    The best in organization

		
      
        Clerical & Administrative Resumes
        - Office Clerk Resumes
        - Pomona, NY
      

        
        
        
        
        
        
        
        
        
    

    

		
			Ideal Companies: General Motors
IBM


		
		
	 
	

		

	
	
	    Marla Martin Administration 

		
      
        Clerical & Administrative Resumes
        - Accounting Clerk Resumes
        - Mount Juliet, TN
      

        
        
        
        
        
        
        
        
        
    

    Multi-task individual with high regard to clerical and administrative tasks.

		
			Ideal Companies: State Farm Insurance
Fortune 500 Companies

		
		
			
				Tags for this Online Resume: 
				administrative, clerical, part-time
			

		
	 
	

		

	
	
	    Highly Dedicated

		
      
        Management & Business Resumes
        - Manager Resumes
        - Marana, AZ
      

        
        
        
        
        
        
        
        
        
    

    Over ten years experience with increasing responsibility in a supervisory / managerial position.

		
		
			
				Tags for this Online Resume: 
				Business Management, Supervisor, Business Director
			

		
	 
	

		

	
	
	     The Diva of Showroom Assistant

		
      
        Clerical & Administrative Resumes
        - Receptionist Resumes
        - Morton, MS
      

        
        
        
        
        
        
        
        
        
    

    Extensive experience in Communication, Organization and customer service.

		
			Ideal Companies: Dior 
D&G
Gucci


		
		
	 
	

		

	
	
	    CEO Assistant / Executive Administrative Assistant

		
      
        Clerical & Administrative Resumes
        - Executive Secretary Resumes
        - East Thetford, VT
      

        
        
        
        
        
        
        
        
        
    

    Highly skilled and proactive individual with the proven ability to plan, organize and coordinate administrative tasks, functions and resources in support of corporate executives. Highly motivated, results-oriented self-starter - thrive in a fast-paced environment that encourages initiative, promotes participation, offers challenges, and provides opportunities to acquire additional skills and responsibilities.

		
			Ideal Companies: Worley Parsons, Avery Dennison

		
		
			
				Tags for this Online Resume: 
				Calendar Management
			

		
	 
	

		

	
	
	    Organizational/detailed wizard

		
      
        Clerical & Administrative Resumes
        - Secretary Resumes
        - Kent City, MI
      

        
        
        
        
        
        
        
        
        
    

    High energy clerical professional with terrific organizational skills.  Dependable, dedicated

		
			Ideal Companies: Marriott, Royal Caribbean

		
		
			
				Tags for this Online Resume: 
				Administrative, Clerical, Professional, Business Manager, At Home Customer Service, At Home Administrative, At Home Clerical
			

		
	 
	

		

	
	
	    cost savings and customer is king

		
      
        Engineering & Architecture Resumes
        - Process Engineer Resumes
        - Stroh, IN
      

        
        
        
        
        
        
        
        
        
    

    High energy with manufacturing engineering and accounting/business background

		
			Ideal Companies: growth companies

		
		
			
				Tags for this Online Resume: 
				Business development
			

		
	 
	

		

	
	
	    Fundraising by leading

		
      
        Nonprofit Resumes
        - Fundraiser Resumes
        - Oakham, MA
      

        
        
        
        
        
        
        
        
        
    

    High energy fundraiser with exception written and oral skills.  Loved event planning and working a crowd.

		
			Ideal Companies: Non-profit organizations working for a health related cause.  American Cancer Association,  St. Jude,  Diabetes foundation

		
		
			
				Tags for this Online Resume: 
				Fundraising, Development, Event Planning
			

		
	 
	

		

	
	
	    Experienced, harding working Administrative Assistant

		
      
        Clerical & Administrative Resumes
        - Executive Secretary Resumes
        - Spencer, OH
      

        
        
        
        
        
        
        
        
        
    

    Honest, hard-working, detail-oriented, multitasking, dependable

		
			Ideal Companies: Binswanger, Harris Teeter Corporate Office

		
		
			
				Tags for this Online Resume: 
				Administrative
			

		
	 
	

		

	
	
	    Accounts Receivable Supervisor/Accounting Assistant

		
      
        Accounting & Finance Resumes
        - Accountant Resumes
        - Rochester, NY
      

        
        
        
        
        
        
        
        
        
    

    Hard worker, always willing to learn, detail oriented, excellent communication skills, customer service skills, prioritizing skills, and computer skills.

		
			Ideal Companies: Commercial or Residential Real Estate Management, Growing Companies

		
		
			
				Tags for this Online Resume: 
				Accounting, Staff Accountant, Accounting Assistant
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