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Experience

OFFICE ADMINISTRATOR/
fKWUS VOCCgJ STCf|fLTNS 0 2En 4•4G ' Opr 4•4G

M YEndDed dEy'to'dEy oIke operEtionsx inkDudinh ,EnEhinh inko,inh 
kEDDsx e,EiDsx End korrespondenke 
M (reeted End Essisted kDientsx providinh E weDko,inh End pro.essionED 
lrst point o. kontEkt 
M )EnEhed kDient dEtEPEses End lDesx ensurinh EkkurEte End konldentiED 
rekord'meepinh 
M jrolkientDy used oIke so.twEre qeBhBx )ikroso.t TIke Suite3 to streE,'
Dine operEtions 
M Ossisted soDikitors witc doku,ent prepErEtion End .or,Ettinh .or DehED 
prokeedinhs 
M Nesponded pro,ptDy to kDient in1uiries End re1uestsx deDiverinh e-kep'
tionED servike End support

EVENT COORDINATOR/
2ON SfLg STC 0 )Er 4•4F ' Kow

M )EintEined konsistent site sekurityx en.orkinh ruDesx issuinh notilkE'
tionsx End re,ovinh vioDEtors 
M Used initiEtive End independent audh,ent witcin estEPDisced huideDines 
to respond EppropriEteDy to sekurity situEtions 
M gDi,inEted unEutcorised Ekkess tcrouhc e?ektive e,pDoyee End visitor 
skreeninh 
M jroduked inkident reports 
M Ne,Eined @e-iPDe in E rEpidDy ,ovinh environ,ent End EdEpted to 
deveDopinh situEtions

Asst. IT technician
|ity,En |Ers Ctd 0 2uD 4•44 ' Ouh 4•44

M Ossistinh in tce ,EintenEnke o. tce DokED EreE networm 
M )onitorinh onDine servikesB 
M YeDpinh witc vErious tekcnikED issues 
M UpdEtinh user Ekkounts 
M gnhEhed witc stEmecoDders to PuiDd reDEtionscips End PrEnd EwEreness

Admin assistant
ADEmePerry jcEr,Eky 0 2uD 4•4A ' Ouh 4•4A

M Ossistinh dEiDy operEtions 
M |usto,er servikes 
M |ontEktinh (js usinh in'couse so.twEre .or repeEt preskriptions 
M jroduked dEiDy reports 
M jrovidinh .eedPEkm on dEiDy tEsms 
M UpdEtinh stokm inventory eDektronikEDDy
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