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Summary
	
	

	
	I have previously worked as an administrative assistant at Northwest Arkansas Community College and have exceptional phone and typing skills as well as using MS Office programs. I am currently a Certified Nursing Assistant through the state of Arkansas and have experience working with the elderly, handling medical records and am very familiar with OSHA and HIPAA policies.


Skills
	
	

	
	Administrative Assistant
Communication skills
Personable phone manner
Time management
Team ethic
Initiative
Organized approach 


Experience
	
	

	7/2011-11/2011
	Administrative Assistant,  Northwest Arkansas Community College
I worked as an administrative assistant for the testing center at the Northwest Arkansas Community College. I scheduled appointments for students needing to take tests, answered phone calls, and worked on assignments using MS Office programs.


Education
	
	

	7/2011-11/2011
	Basic Courses,  Northwest Arkansas Community College
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