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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!

    

  












  






  

    	Search for Jobs	Location	
		


  






	Were you looking for Word-Processing job results?

		Click Here to search for Word-Processing in our 2.4M jobs.
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  Online Resumes with "Word Processing"

  



	

		
	
	
	    administrative position and the opportunity to utilize my skills in management and Word processing

		
      
        Clerical & Administrative Resumes
        - Word Processor or Typist Resumes
        - Houston, TX
      

        
        
        
        
        
        
        
        
        
    

     substantial background and proficiency in all Microsoft Office products.  I have attained excellent office administration,customer service as well as problem solving abilities and strong work ethic.  I am polished, business savvy professional with a �CAN DO� attitude.



		
			Ideal Companies: EXXon, Shell, Ford, Honda, AT&T, T Mobile,  St. Luke's Hospital,  Doubble Tree Hotel

		
		
			
				Tags for this Online Resume: 
				account Managment, Word processing
			

		
	 
	

		

	
	
	    Detailed & Dedicated Data Entry

		
      
        Clerical & Administrative Resumes
        - Word Processor or Typist Resumes
        - Kansas City, MO
      

        
        
        
        
        
        
        
        
        
    

    Go to it, get it done work ethic.  Will give 100% to the job and to working with coworkers

		
			Ideal Companies: H&R Block,  Blue Cross Blue Shield

		
		
			
				Tags for this Online Resume: 
				Data Entry, Word Processing, Data Processing, Support
			

		
	 
	

		

	
	
	    entry level position

		
      
        Clerical & Administrative Resumes
        - Office Clerk Resumes
        - Victorville, CA
      

        
        
        
        
        
        
        
        
        
    

    resourceful, honest outstanding interpersonal skills 

		
			Ideal Companies: school district,  good company

		
		
	 
	

		

	
	
	    i WOULD LIKE TO WORK A COMPANY THAT IS WELL ESTABLISHED.  HAVING A CHANCE FOR ADVANCEMENTAND UTILIZE MYCOMPUTER SKILLS.

		
      
        Clerical & Administrative Resumes
        - Bookkeeping Clerk Resumes
        - Memphis, TN
      

        
        
        
        
        
        
        
        
        
    

    MY NAME IS KATRINA TAYLOR.  I AM A VERY HARD WORKER, ALSO DEPENDABLE. I AM ASSERTIVE. AND A REAL GO GETTER. I AM A FAST LEARNER AND QUICK TO TAKE ON ANY 
OPPORTUNITY TO LEARN NEW THINGS.

		
			Ideal Companies: SCHERING PLOUGH,  COCO-COLA,  HOSPITALS,  LAW FIRMS

		
		
			
				Tags for this Online Resume: 
				data entry
			

		
	 
	

		

	
	
	    Bankruptcy Specialist

		
      
        Clerical & Administrative Resumes
        - Office Clerk Resumes
        - Noblesville, IN
      

        
        
        
        
        
        
        
        
        
    

    Dedicated and fiercely loyal.   Resourceful and a teamplayer. A follower as well as a leader when the situation calls for either.  People lover and easy to get along with.

		
			Ideal Companies: Law Firm,  Mortgage Company,  Bank back office,  Insurance Company.

		
		
			
				Tags for this Online Resume: 
				Bankruptcy Specialist, Clerk, Correspondence
			

		
	 
	

		

	
	
	    Administrative/Data Entry

		
      
        Clerical & Administrative Resumes
        - Central Office Operator Resumes
        - Altamonte Springs, FL
      

        
        
        
        
        
        
        
        
        
    

    Transcription, data entry, word processing, shipping/receiving, billing, payment posting, database management and creation, auditing, proofreading

		
			Ideal Companies: Companies that do not micromanage.

		
		
			
				Tags for this Online Resume: 
				Administrative Assistant, Data Entry, Word Processing, Transcription
			

		
	 
	

		

	
	
	    Secretary

		
      
        Clerical & Administrative Resumes
        - Executive Secretary Resumes
        - Baltimore, MD
      

        
        
        
        
        
        
        
        
        
    

    Responsibilities include, but are not limited to, assisting the Asst. V.P. of Perioperative Services and the APRN of Perioperative Services with schedule meetings, assisting with travel plans preparations, type monthly reports, type letters, minutes, etc., enter new jobs in Human Resources system, answering phones, filing, sorting, ordering office supplies, and distributing the mail. 

		
			Ideal Companies: Hotel
Hospital

		
		
			
				Tags for this Online Resume: 
				Administrative Assistant, HR Assistant
			

		
	 
	

		

	
	
	    Executive Administrative Assistant

		
      
        Clerical & Administrative Resumes
        - Executive Secretary Resumes
        - Carlstadt, NJ
      

        
        
        
        
        
        
        
        
        
    

    PROFESSIONAL HIGHLIGHTS
10 years executive administrative experience within a variety of demanding industries including, but not limited to finance, insurance, sales, manufacturing, and graphic arts.

Secretarial skills, including business and technical typing, editing and proofreading, word processing (Microsoft Office Word, Excel, Power Point, Access, Outlook, Publisher); dictation and scanning devices/software.  Profi...

		
			Ideal Companies: One that cares for it's employees and about making a positive impact on the community at large.

GOOGLE or Scholastic for example.

		
		
			
				Tags for this Online Resume: 
				Executive Administrative Assistant
			

		
	 
	

		

	
	
	    Flexible, tenacious & computer literate

		
      
        Real Estate & Building Maintenance Resumes
        - Facilities Manager Resumes
        - Shelton, CT
      

        
        
        
        
        
        
        
        
        
    

    I need work where I can feel as though my efforts are accomplishing a goal.

		
			Ideal Companies: Small business is preferable to "Big Corporate"; small businesses are the solid foundation of the people we live and work amongst.

		
		
	 
	

		

	
	
	    Top Notch Admin with outstanding organizational skills

		
      
        Clerical & Administrative Resumes
        - Executive Secretary Resumes
        - Dallas, TX
      

        
        
        
        
        
        
        
        
        
    

    A top-notch executive administrative assistant with seven years of experience coordinating office management and special projects with a high degree of efficiency.  Seeking a challenging position as an administrative assistant at a growth-oriented firm, which will allow me to both further utilize my skills and acquire new abilities.  Maintain excellent communication skills, problem resolution abilities, and a high level of ...

		
			Ideal Companies: EDS,  Raytheon,  Countrywide,  City of Dallas,  Dallas County

		
		
			
				Tags for this Online Resume: 
				Administrative Assistant, Marketing, Office Assistant
			

		
	 
	

		

	
	
	    Computer Office Specialist

		
      
        Customer Service Resumes
        - Collections Agent Resumes
        - Humble, TX
      

        
        
        
        
        
        
        
        
        
    

    I am a trustworthy, honest, and dedicated individual who has an ambition to succeed in any given environment. I have extensive experience in the law enforcement/financial institution industry/ and warehouse industry. I get alone with others, while also working efficiently on my own. I like to get the job done. I am seeking a position where I can develop and excel while giving my best to an employer.Certified Computer Office...

		
			Ideal Companies: Expeditors International,  Airport Aviation Service,  Pactus,  Standard Parling,  

		
		
			
				Tags for this Online Resume: 
				security guard, warehouse
			

		
	 
	

		

	
	
	    Admin Assistant

		
      
        Clerical & Administrative Resumes
        - Accounting Clerk Resumes
        - Aurora, CO
      

        
        
        
        
        
        
        
        
        
    

    Fast learner and with eceptionals skills resourceful,creative and loyal

		
			Ideal Companies: IBM,  Prologis,  

		
		
			
				Tags for this Online Resume: 
				admin assistant
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