
· Answered a high volume of phone calls and email inquiries.
· Organized and attended meetings, including compiling all documents and reports ahead of time.
· Filed paperwork and organized computer-based information.
· Public Relations and media accounts management.

Organized, independent worker with strong time-management skills. Excellent at juggling multiple tasks and working under pressure. Broad industry experience includes Healthcare, Customer Service, and Retail Sales. Bilingual self-starter skilled in developing relationships and providing exceptional individualized service.
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