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Hello, I am a professional office manager / administrative assistant.
My knowledge, skills and abilities are:
--- Strong computer skills;
--- Professional and well-spoken telephone manners: answering and directing
phones, scheduling and coordinating appointments, friendly, excellent
communication skills and professional customer service;
--- Assistance and support with business projects and day-to-day tasks;
--- Organizational skills, filing and maintaining files, preparation and processing of
correspondence, calendar management, researching skills;
--- General administrative support including: typing, copying, printing, scanning,
faxing, mailing;
--- Detail oriented, able to multi-task, self-starter, highly motivated and alert, able to
work well in a fast paced environment, reliable, punctual, self-organized and neat,
efficient;
--- Bilingual -- English, Russian; fluent in Polish
Part time or full time.
Cash preferable 347-774-5752. Tamara

Tamara, New York
Tel.: 347-774-5752
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