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<INSERT Candidate’s full name>
Skills

	Skill
	REQUIRED
	Years Used
	Last Used

	Strong Microsoft Excel Experience, including preparing spreadsheets, reports, Pivot tables.
	Required
	3
	

	Prior experience working with statistics/data including formulating reports utilizing the data.
	Required
	3
	

	Prior experience keeping meeting minutes/notes.
	Required
	1
	

	Prior exp. working w/budget allocations and purchasing teams.
	Required
	1
	

	Prior customer service experience
	Required
	5
	

	Strong data entry experience
	Required
	5
	

	Experience with Microsoft Office. Outlook, Word, Excel, Teams
	Required
	
	

	Ability to communicate effective and professional, both verbally and in writing, to multi-professional agencies.
	Required
	
	

	Associates Degree
	Nice to have
	
	

	Ability to think critically and problem solve
	Required
	
	

	
	
	
	


Employment History

<List candidate’s relevant employment history>
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