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Adménistrative Assistant with &+ years of experience organizing
presentations, preparing r-EI-I!I|I|::||' FEpOrts, and maintairing the UMt
confidentiality. Possess a BA In History and expertise in Microsoft
Excel. Looking to leverage my knowledge and experience into a role
as Project Manager,
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ADMINISTRATIVE ASSISTANT
Redford & Sons, Boston, MA £ September 2016 - Present

Schedule and coordinate meetings, appointments, and travel
arrangements for supendsors and managers

Trained 2 adminkstrative assistants during a period of company
EXPANSIon [o ensure attention o detail and adherence to
company policy

Developed new filing and organizational practices, saving the
comparny $3,000 per year in contracted labor expenses
Makntain utmost discretion when dealing with sensitive topics
Manage travel and expense reports for department team

SECRETARY
Bright Spot LTD, Baston, MA / fune 2013 - August 2016

Type documents such as correspondence, drafts, memos, and
emadls, and prepared 3 reports weekly for management
Opened, sorted, and distributed incoming messages and
correspondence

Purchased and maintained office supply inventories, and always
careful to adhere (o budgeting practices

Grested visitors and determined to whoam and when they could
speak with specific indpviduals

Recorded, transcribed, and distributed minutes of meElngs

Happy Birthday

to my amazing son

It's always a good time with you! You've
made me laugh a million laughs. May
your birthday be full of fun-just like you!
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Adaptabality
Collaboration
Strang Work Ethic
Time Managemsent
Critical Thinking
Handling Pressure
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Problem Solving
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What are some good describing words that start with n. What are some good descriptive words that start with e. Good describing words that start with the letter s. Whats a positive word that starts with s. What is a positive word that begins with s.

Contact Arkadium, the provider of these gamesThis puzzling new word game combines a word search with a jumble. Find famous film titles, phrases and more! Contact Arkadium, the provider of these gamesTired of broken pencils, smudged eraser marks, and scribbles all over your word search puzzles? Fret not! In Daily Word Search, your computer
becomes the pencil AND the eraser. Solve puzzles daily and see your word search skills improve! Contact Arkadium, the provider of these gamesBuilt by Word Scramble lovers for Word Scramble lovers, see how many words you can spell in Scramble Words, a free online word game. No downloads needed! Scramble Words is a free online word
scramble game, with many exciting twists and turns! Scramble Words is a word-making game. The goal is to unscramble the list of letters found at the bottom of the screen, using your keyboard or mouse to spell out words. As you're unscrambling, keep in mind that scoring —the goal of the game — is based on the length of the words you spell, the
difficulty of the letters used, and how quickly you find and spell each word. Up the difficulty and you'll be rewarded handsomely! Interesting Facts about Scramble Words, the Word Scramble Game -Scramble Words is a word-based game influenced by the popular game Outspell, with several updates, thanks to player feedback! -Unlike most other
scramble games, Scramble Words will remember your place in the game, enabling you to come back right where you left off! -Scramble Words is one of the few games we've built utilizing purple as the main game color! We think it's pretty fitting. Do you know the others? -Scramble Words is great for native speakers looking to keep sharp, but also for
those learning English, as it encourages learning in a gamified manner! -The mind is a curious being — re-sorting the letters via the toggle at the bottom-left of the game will frequently reveal words that you have previously not seen. Good luck, and we hope you enjoy playing this free online word scramble game!
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