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Results-driven Digital Marketing Specialist with 5+ years of 
experience in content strategy, SEO, and performance
marketing. Skilled in creating data-driven campaigns that
increase brand visibility and drive measurable growth.
Strong communicator with a modern, analytical mindset.
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	Professional Experience

	

	
	2019 – 2020
2020 – 2024
2024 – 2028

	Administrative Assistant
Redford & Sons, Chicago, IL

	
	
	

	
	
	· Schedule and coordinate meetings, appointments, and travel arrangements for supervisors and managers
· Trained 2 administrative assistants during a period of company expansion to ensure attention to detail and adherence to company
· Developed new filing and organizational practices, saving the company $3,000 per year in contracted labor expenses
· Maintain utmost discretion when dealing with sensitive topics

	
	
	

	
	
	Secretary
Bright Spot Ltd, Boston, Ma

	
	
	

	
	
	· Type documents such as correspondence, drafts, 
memos, and emails, and prepared 3 reports weekly 
for management
· Opened, sorted, and distributed incoming messages 
and correspondence
· Purchased and maintained office supplied inventories, and always carefully adhered to budgeting practices
· Greeted visitors and helped them either find the appropriate person or schedule an appointment

	
	
	

	
	
	Secretary
Suntrust Financial, Chicago, IL

	
	
	

	
	
	· Recorded, transcribed and distributed weekly meetings
· Answered upwards of 20 phone calls daily, taking detailed messages
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	Education

	

	2020
Bachelor Of Arts in English Literature
NewY Brook University, Chicago, IL
Graduated Magna Cum Laude

	

	2018
AA Communications
Harry Si Truman College, Chicago, IL

	

	Key Skills

	

	Microsoft Office

	

	

	MailChimp

	

	

	HubSpot

	

	

	Google Workspace

	

	

	Additional Skills

	

	Spanish
MailChimp
Problem solving
Team leadership
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Dear Job Seeker,
	Ready to land your next job offer?
In addition to this Word template, we provide a whole host of expert resume and cover letter writing resources and tools that'll help you boost your job search and increase your chances of securing work.

	Resume Builder →
How to Write a Resume →
	Cover Letter Generator →
How to Write a Cover Letter →


	Are you in a rush? 
Speed up the application process by using a pre-formatted template:

	Resume Templates →
Cover Letter Templates →
	CV Templates →


	Lastly, explore our job-specific resume and cover letter examples to ensure your finished application gives you the best chance of getting more interviews.

	Resume Samples by Industry & Experience Level →
Cover Letter Examples by Industry & Experience Level →


Good luck on the job hunt.  
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