
KEYLA M. BOLDEN
1231 W. State Fair, Detroit, MI 48203
Cell: (313)758-9958
keylambolden28@gmail.com
CAREER FOCUS
Detail-oriented professional with strong research, time management and problem- solving skills.  ability to function 
at a high level in a wide variety of settings. looking for an opportunity to use my knowledge by offering 
outstanding market research, communication and management skills to benefit the organization.
SUMMARY OF SKILLS
Time management	Strong organizational skills
 (
 
)Professional and mature	Excellent Leadership Skills
 (
 
) (
 
)Results-oriented	Strong interpersonal skills
 (
 
) (
 
)Strong problem solver	Mail management
 (
 
) (
 
)Resourceful	Meeting planning
 (
 
) (
 
)Excellent research skills	Schedule management
 (
 
) (
 
)Project management	Report development
 (
 
) (
 
)Social media marketing	Self-starter
 (
 
) (
 
)Customer-oriented	Microsoft Office proficiency
 (
 
) (
 
)Strategic thinker	Budget management
 (
 
) (
 
)Driven	Public relations
 (
 
) (
 
)Team building	Forecasting and planning
 (
 
) (
 
)Conflict resolution	Multi-Task Management
 (
 
) (
 
)Value analysis	Adaptable
 (
 
) (
 
)Computer Literate	Phone etiquette


 (
 
) (
 
)ACCOMPLISHMENTS
 (
 
)Autodidact in Business and Information Management, Economics, Data Research, Analyzing and interpreting the data
Reporting and evaluating research. Communicating the research findings and Analytical recommendations. 




PROFESSIONAL EXPERIENCE
MONTGOMERY TAX SERVICE LLC
Livonia, MI
Administrative Assistant 
01/2010 to 03/2012
Responsible for Scheduling /coordinating meetings, Interviews, events and other similar activities. Researching and 
identifying key data sources. Sending out and receiving mail and packages. Purchasing supplies. Sending and 
receiving out forms for the company. Responded to inquiries. Assisting with all aspects of administrative 
management, directory maintenance, logistics, equipment inventory and storage.
EDUCATION
OPEN COURSE WARE: MANAGEMENT 
MIT Sloan school Of Management, Cambridge, MA, United State
Coursework in Designing and Leading the Entrepreneurial Organization.
OPEN COURSE WARE: ECONOMICS 
Yale University Open course, New Haven, MA, United States 
Coursework in Financial Markets and Financial Theory.


PROFESSIONAL AFFILIATIONS
Member of Pure Michigan Business Connect. 
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