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Professional Summary
Serviceor iented  Customer Relat ions  Personnel w i th  5 +y e a r

b a c k g r o u n d  i n  C u s t o m e r  S e r v i c e.  Core competencies  include g r e a t

problem solv ing  ski l l,  a c t i v e  l i s t e n i n g as  wel l  as  excel lent

c o m m u n i c a t i o n  a n d  t i m e  m a n a g e m e n t  s k i l l s .  H a n d l e s  t a s k s  w i t h

a c c u r a c y  a n d  e f f i c i e n c y .

Skills
C l e r i c a l

Computers  and Electronics

Reading  Comprehens ion

Customer  and  Personal

S e r v i c e

A c t i v e  L i s t e n i n g

C r i t i c a l  T h i n k i n g

T i m e  M a n a g e m e n t

Judgment  and Decis ion

M a k i n g

S e r v i c e  O r i e n t a t i o n

T e l e c o m m u n i c a t i o n s

Experience
Secretary
Oneills Exclusive Services － White Lake ,  Mi

Make photocopies of  correspondence,  documents,  and other

p r i n t e d  m a t t e r .

Draft  and type of f ice  memos.

Prepare  and process  payrol l  information.

Prepare  purchase  orders  and expense reports .

Perform general  of f ice  dut ies  such as  f i l ing,  answering

te lephones ,  and handl ing  rout ine  correspondence.

Self Employed
Taylor Daze Inc － Cincinnati,  O h
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Direct  and coordinate  act ivit ies  of  businesses  or  departments

concerned with the production,  pric ing,  sales ,  or  distr ibution of

p r o d u c t s .

Review f inanc ia l  s ta tements ,  sa les  and  act iv i ty  reports ,  and

o t h e r  p e r f o r m a n c e  d a t a  t o  m e a s u r e  p r o d u c t i v i t y  a n d  g o a l

achievement  and  to  determine  areas  needing  cost  reduct ion  and

p r o g r a m  i m p r o v e m e n t .

Education
Associate of Arts :  Nursing
University Of Cincinnati － Cincinnati,  O h
High School Diploma
Purcell Marian High School － Cincinnat,  O h


