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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 calendar-maintenance job results?

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

  



	

		
	
	
	    Personal Assistant to one or two people

		
      
        Clerical & Administrative Resumes
        - Executive Secretary Resumes
        - Suquamish, WA
      

        
        
        
        
        
        
        
        
        
    

    

		
			Ideal Companies: Microsoft

		
		
			
				Tags for this Online Resume: 
				travel planning, calendar maintenance, Organization skills, Event planning
			

		
	 
	

		

	
	
	    Fast learner, highly skilled, self-motivated

		
      
        Clerical & Administrative Resumes
        - Secretary Resumes
        - Mundelein, IL
      

        
        
        
        
        
        
        
        
        
    

    

		
		
			
				Tags for this Online Resume: 
				Excel, PowerPoint, Motivated, Self-starter, Fast learner, Communication, Writing, Correspondence, Technical, Analytical, Creative
			

		
	 
	

		

	
	
	    Personable and energetic self-starter 

		
      
        Clerical & Administrative Resumes
        - Secretary Resumes
        - Bear Creek, NC
      

        
        
        
        
        
        
        
        
        
    

    Personable and energetic self-starter with excellent problem-solving and organizational skills. Years of administrative and executive assistant experience in fast-paced environments has contributed to my effective multi-tasking skills and time management expertise

		
			Ideal Companies: Google,  or states:  CA,  FL, NJ,  MD or the Carribbean

		
		
	 
	

		

	
	
	    Highly Organized & Efficient Admin Asst

		
      
        Clerical & Administrative Resumes
        - Executive Secretary Resumes
        - Lawrence, KS
      

        
        
        
        
        
        
        
        
        
    

    Friendly administrative assistant with a strong work ethic, excellent communication skills, and firm leadership potential.  Organized, dependable, efficient, creative.

		
			Ideal Companies: arts industries, non-profits

		
		
			
				Tags for this Online Resume: 
				Administrative Assistant, Program Management, Event Coordination
			

		
	 
	

		

	
	
	    Fast learner ready to learn new and innovative fields of expertise!  

		
      
        Clerical & Administrative Resumes
        - Receptionist Resumes
        - Atlanta, GA
      

        
        
        
        
        
        
        
        
        
    

    Enthusiastic adminitrative support perfessional with outstanding team player and leadership capabilities. Creative, task oriented, loyal.

		
			Ideal Companies: non-profit

		
		
			
				Tags for this Online Resume: 
				Business Development, Administrative Assisting, Clerical, non-profit
			

		
	 
	

		

	
	
	    Extreme Assistant

		
      
        Clerical & Administrative Resumes
        - Secretary Resumes
        - Sanford, FL
      

        
        
        
        
        
        
        
        
        
    

    Dedicated administrative assistant with exceptional organizational skills as well as a "customer friendly" approach to resolve issues in an efficient and timely manner.  

		
			Ideal Companies: medical, education

		
		
			
				Tags for this Online Resume: 
				administration, assistant, secretary
			

		
	 
	

		

	
	
	    Executive Assistant

		
      
        Management & Business Resumes
        - Administrative Services Manager Resumes
        - Alpharetta, GA
      

        
        
        
        
        
        
        
        
        
    

    To obtain a challenging position in a growing company where I can utilize my excellent organizational and communication skills.

		
		
			
				Tags for this Online Resume: 
				MS Office Suite, organized, communication, team player, independent, calendar maintenance
			

		
	 
	

		

	
	
	    Exceptional Executive Administrative Assistant/Event Planner

		
      
        Clerical & Administrative Resumes
        - Executive Assistant Resumes
        - San Diego, CA
      

        
        
        
        
        
        
        
        
        
    

    Flexible, high energy, and hard-working assistant with exceptional interpersonal and communication skills. Loyal, team-player, and resourceful.

		
			Ideal Companies: Any

		
		
			
				Tags for this Online Resume: 
				administrative assistant, executive assistant, event planner, meeting manager, secretary, receptionist
			

		
	 
	

		

	
	
	    The Description of Extraordinaire

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

        
        
        
        
        
        
        
        
        
    

    Sales and customer saavy professional with advanced abilities in several industries. Ready to hit the ground running.

		
			Ideal Companies: Government agencies,  Raytheon,  Morgan Stanley,  Farmers,  Bank of America.

		
		
			
				Tags for this Online Resume: 
				Financial, Clerical, Assistant, Broker, Insurance, Sales, Customer Service, Flexible, Benefits, Retail, Entry-level, Management
			

		
	 
	

		

	
	
	    Seasoned Office Manger

		
      
        Management & Business Resumes
        - Administrative Services Manager Resumes
        - Plano, TX
      

        
        
        
        
        
        
        
        
        
    

    I am looking for a challenging position that will allow me to use my strong communication skills.  I possess a Master's Degree in Business Administration and would like to tool my knowledege and skills in such a way where I can enhance productivity in an organization.

		
		
			
				Tags for this Online Resume: 
				Advanced Microsoft Office
			

		
	 
	

		

	
	
	    Executive Administrative Assistant, Ohio

		
      
        Clerical & Administrative Resumes
        - Executive Assistant Resumes
        - Hebron, OH
      

        
        
        
        
        
        
        
        
        
    

    Results-oriented administrative professional with expertise and experience in planning and directing
senior-level administrative affairs and managing complex projects. Strong achievements in travel
planning, calendar maintenance, organizational skills, able to multi task and react to continually changing priorities; maintains confidential and sensitive data.  Effectively partners with associates at all levels within and ext...

		
		
			
				Tags for this Online Resume: 
				Clerical, Computer, Professional, Multi task, Detail Oriented
			

		
	 
	

		

	
	
	    Professional & Analytical Support

		
      
        Clerical & Administrative Resumes
        - Secretary Resumes
        - Coppell, TX
      

        
        
        
        
        
        
        
        
        
    

    I have a very outgoing and can do personality. My leadership abilities has given me the opportunity to help other people in our office learn about software programs as well as streamline the way things are done in the office. I have analytical skills which allow me to see the big picture while simultaneously working on the smaller aspects of a task. Having good time management skills has made maintaining my calendar along w...

		
			Ideal Companies: Medium to Large companies

		
		
			
				Tags for this Online Resume: 
				Management, Administrative, Office Manager, Legal Assistant, Research, Para Professional, Business Development, Director, Legal Secretary, Entry Level Paralegal, Human Resources, Recruiting, Executive Assistant, Analyst, Generalist, HR, Coordinator, Project, Microsoft Word, Power Point, Excel, Data Entry
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