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career Summary
Executive with 5-8 years years of experience working to improve performance of organizations serving hundreds of individuals each year. Adept at working with senior staff of organizations generating up to 120000 with annual operating budgets exceeding 200000. Career history of working to ensure compliance with organizational guidelines and industry best practices.
Areas of Expertise







Operations Management
Calendar Coordination
Sales Initiatives
Customer Relationships
Content Development
Process Improvement
Scheduling Processes
Data Management
Strategic Planning




Professional Experience 
Microsoft	Portland, OR
Receptionist, Word	June 2015 - July 2018
Contributed to product development initiatives on behalf of technology company specializing in Software, generating more than 30000000 in annual revenue.
Promoted optimal reach and functionality of 0, working to ensure the highest level of experiences for up to 12 clients and end users.
Facilitated installation, maintenance and troubleshooting for systems and peripherals, supporting organizations with up to 3 employees.
Consistently worked to ensure the highest caliber of performance, reporting directly to Manager.
EDUCATION & training 
McMaster	Toronto, CA
Professional Degree - History	June 2020 - July 2020 		June 2020 - July 2020
Completed 49 credits with coursework in history
TECHNICAL SKILLS
Proficient in Advanced Excel, Outlook, Access, Project, Visio, Photoshop, Illustrator, Dreamweaver, InDesign,  Salesforce, WordPress and social media platforms, with ability to learn new tools quickly.
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VOlUNTEER EXPERIENCE
Unicef	Tampa Bay, FL
Manger	June 2020 - July 2020
Worked directly with senior staff of organization with mission of serving low-income clients, impacting 1969 individuals each year.
Provided support to 12 participants, working to ensure the highest quality of services at all times. 
Contributed to fundraising initiatives, working closely with staff and supporters to raise over low-income clients in donations.
LANGUAGES
Fluent in Mandarin. Conversational French skills. Basic-level Spanish abilities.
AWARDS & RECOGNITIONS
Selected out of number of contenders for competitive name of award award in recognition of type of contribution/talent/skillset. 
Recipient of name of award award for leadership/academic performance/community service/exceptional contributions. 
ADDITIONAL PROJECTS
Developed type of project which provided type of benefit to more than number of individuals/users/viewers.  
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