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The requirements for the Executive Secretary position advertised on yourwebsite describe almost exactly my own
background.As a personal assistant to the CEO of Megatron, | have been responsiblefor managing business and
personal affairs of my employer for the last sevenyears. | am a business school graduate [1 Pepperdine University[]
with a greatdeal of experience and a working knowledge to the Electronics industry. In myposition, | have been
responsible to maintaining schedules, organizing traveland accommodation arrangements, and providing
administrative supportand project management. | possess strong leadership, communication, andproblem solving
skills.
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