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	Julia Copija
21829 Woodruff Rd. Rockwood MI 48173  |  jcopija6125@gmail.com  |  313-980-5260

	Objective
	To work in a fast paced environment utilizing my skills and abilities to benefit customers and my employer, all while learning as much as possible and growing as an employee and individual. I strive to work hard and feel accomplished at the end of every day. I hope to grow and move up in any company I may become a part of. 

	Skills & Abilities
		· Proficient in Microsoft
· Well Organized
· Multitasking
· Administrative Assistant
· Data Entry
· Great Communication
· Responsible
	· Cashier
· Real Estate
· Manufacturing
· Fast Learner
· Motivated Employee
· Works well in a team or alone
· Punctual




	Experience
	quality assistant target steel
1/2014-present
Administrative assistant, answer phones, type documents, order testing, data entry
Hot inspector New boston forge
8/2011-11/2013
Frequent quality checks, final audits, use of calipers, hardness testing, magnaflux operation, data entry
administrative assistant re/max properties, inc.
8/2008-7/2011
Administrative assistant, answer multiline switchboard, coordinate lockouts and rekeys, cash for keys negotiations, HOA coordinator, enter listings into MLS, BPOs, Leases
crew leader dairy queen
5/2004-7/2011
Manage a crew of 5-7 employees, cashier, server, nightly inventory, cash drops, handle customer complaints

	Education
	Thomas j anderson high school, southgate mi
diploma - 2006
Graduated with 3.8 GPA. Advanced Math classes. 3 Years of Spanish 

	References
	available upon request
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