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	Candace Morrow

	Objective
	To obtain the knowledge needed within my career path to focus on Leadership and Career enhancement within the company of a potential employer.

	Professional Highlights
	Office Manager/Admin Asst
Maintain office services by organizing office operations and procedures; preparing and executing
      Medicaid billing; controlling correspondences; designing filing systems; reviewing and approving 
      supply requisitions; Assigning and monitoring clerical functions.
Achieves financial objectives by preparing an annual budget; scheduling expenditures.
Property Manager/ Admin Asst.
Establish rental rates by surveying rental rates on local properties; calculating overhead cost,
 depreciation, taxes and profit goals.
Maintaining the ledger for supply, demands and expenses.
Direct contact liaison between the Landlord, Tenants and Maintenance crew concerning rent or 
 apartment issues.
Contact Representative
Complete contacts by conducting a personal or telephone interview with individuals, businesses
 or third party tax payers.
Develop analyze and evaluate information involving the research of records and the nature of
 each inquiry.
Inform and advise, answer inquires, and research data base for requested or needed 
 information required to resolve account issues.
Life Support Technician
Conduct and schedule training courses to other deploying enlistees. Design course plans Work with and check the functioning  of equipment.

	Skills
	Windows word/excel
Power point
65 WPM/19,500 KPH
Internet Research
Great written and oral Communication
	Outlook
ADP accounting software
Medicaid Billing
Excellent Organizational Skills
Strong ability to work alone as well as w/a team

	Employment History
	Office Manager
	BFNC, Buffalo, NY 14212
	05/2011 – 12/2013

	
	Property Manager
	BPR, Buffalo, NY 14204
	03/2010 – 05/2011

	
	Contact Representative
	IRS, Cheektowaga, NY 14227
	10/2004 – 03/2010

	
	Life Support Technician
	USAFR, Marietta, GA 30369
	06/2002 – 09/2009

	Education
	H.S. Diploma
	Kensington H.S, Buffalo, NY 14215
	06/1996

	   References
	References are available on request.
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