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Adm inisirative Assistant with 6+ vears ol experignce working directly for the President of 3M Ine . a Fortune 500
company. Possesses impeceable written and verbal communication skills and excellent interpersonal skills.

CORE COMPETENCIES

(Career Fair)©
X AP —
SlERRS
R IR ST N

+  Cusiomer Service
+  Cost Efficient

PROFESSIONAL EXPERIENCE

+  Detailed and Organized
= Supplicr Fclationship

Al H O
R o #E P
CHUNVS S N

IM INC., New York, NY

Adurinistrative Assisicil, Apr 2006 - present

+  Read and analvze incoming memos, submissions, and reports to-determing their significance and plan their

distribution.

+  Conduet rescarch, compile dita, and prepare papers for consideration and preseniation by exceulives, commiiiices and

boards of dircclors,

*  Coordinute and dircct office services, such as records, departmental finunces, budpet prepartion, personnel issucs,

and housckeeping, 1 aid exceutives,

*  Prepare invoices, repons, memaes, letlers, financial statements and other documents, using word processing,

spreadsheet, database, or presentation sollware,

FLORIDA DEPARTMENT OF SOCIAL SERVICES, Orlando, FL
Rehabiffration Comnselor, Aug 2004 — Meay 2006

*  Conler with clicnts to discuss their options and geals o that rehabilitaion programs and plans for accessing needed

services can be developed.

*  Prepare and mainiain records and case Nles, including documentation such as clicnts” porsonal and cligibiliny

information, services provided, narratives of elient contocts, and relevant comespondence.

+  Develop and maintain relationships with community refermal sources; such as schools and community groups.
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*  Analyse information from interviews, educational and medical records, consullation with-other professionals, and
diagnostic evaleations w0 assess chients” abilites, needs, and eligibility for services.

EDUCATION

FLORIDA STATE UNIVERSITY. Orlando, FI.

Bachelor of Art in English, May 2004
+ GPAI33A0

+  Published in school's newspaper editorial

* Summer Internship for the New York Times

ADDITIONAL SKILLS

+  Proficicnt in Microsofi Office and Adobe Hlustrator 55

+  Bilinguol Spanish and English

*  Employee of the Moath for 3 consecutive months in 1léM

*  Won the “Writer's Digeat™ 2007 Award

v Awarded an employee travel award due to "Perlonmance Excellence™ 2 years in a row through 3M Ine,
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