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Experience

Receptionist/Administrative Assistant
fv Verv Resomrces fikiteb 2 0mD 3-34 • dvr 3-3C

q Pokposeb corresponbenceI prepvreb reports vnb kvnvheb v )vrietL 
oA vbkinistrvti)e tvs,s 
q JvnbDeb cmstoker cokpDvints cvDkDL vnb proAessionvDDLI resoD)inh cms•
toker issmes in v tikeDL kvnner 
q Prevteb reports vnb bocmkents vs re1mesteb uL t(e oBce kvnvher �
q Oc(ebmDeb vnb coorbinvteb keetinhs vnb vppointkents Aor stv8 vnb 
cDients 
q rocesseb incokinh vnb omthoinh kviD vnb pvc,vhes 
q Wnswereb incokinh cvDDs in v proAessionvD kvnnerI ensmrinh vDD in1miries 
were (vnbDeb vpproprivteDL 
q gntereb pvtient bvtv into t(e prvctice kvnvhekent sLstek

Education & Training

3-  • 3-34 Bishop Challoner Girls' School
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