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FLORENCE GOLDBERG

3809 Miller Road, Lansing, Michigan 48910 (313) 344-6310 fgoldberg@hotmail.com

JOB OBJECTIVE: A challenging position as an Office Mana ger, which will provide an
opportunity to use my previous secretarial skills.

WORK EXPERIENCE: |

1999-Present Allied Supermarkets (Food Distributor) Detroit, Michigan

POSITION: Keyline Artist— Advertising Department

DUTIES: Created, set type for, and composed a four-page handbill. Also
managed the advertising department in my boss’s absence.

1993-1999 Allied Supermarkets (Food Distributor) Detroit, Michigan

POSITION: Secretary—Advertising Department

DUTIES: In addition to routine secretarial duties, worked directly with our

customers. Ordered material for their stores and made sure they
received their handbills on time. After doing this job for several
years, was promoted to a keyline artist.

19901993 Murphy & Murphy, Inc. (Furniture Restorers) Detroit, Michigan

POSITION: General Clerk
DUTIES: Did the payroll, accounts receivable, accounts payable, and bank

deposits. Also took orders from insurance agents.

EDUCATION:

Sept. 2000 to I'am working toward an A A. degree at Lansing Community
Present College, with a goal of transferring and obtaining a B.A. degree in
Business Administration at Michigan State University, East Lansing.
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