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PERSONAL DETAILS
Name




Damien Le Grand
Address



143 Maine ave, New York, new York
10026, United States
Telephone



890-545-0401 

E-mail
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Nationality     



American

Driver’s licence


Full
PROFILE
Ambitious Management Trainee has over 15 months of professional experience in brand management and retail marketing in a B2C environment. Proven proficiency in e-commerce, e-tailing, and e-marketing improvement strategies, which ensued in an offer to co-lead accountability on 15 projects during the last eight months
WORK EXPERIENCE
2017 -  Now :  Management Assistant

    
Standard Bank, New York, NY
Responsible for Collecting and compiling data, conducting research, preparing reports, and coordinating all management projects. 
· Performing activities to work with broad latitude for autonomous initiative and 

      judgment.

· Handling several levels of superior administrative duties.

· Performing resource of the organization's procedures, policies, and practices.

· Ensuring established policies, procedures, or particular instructions are
      followed.

2013 -  2017:  Management Assistant
Nedbank, Tucson, AZ
Administering orientation for new associates and supervising the completion of compulsory training quizzes.
· Logging new hire information, supporting payroll processing, researching payroll inconsistencies, and supervising bonus programs utilizing VIPER/HR Handler.
· Maintaining, auditing, and submitting Short-Term Disability, Worker's Compensation, I-9, OSHA, and Sales Training records as well as Travel and Expense.
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EDUCATION
2011- 2016: 
Masters in Business Administration, 
California University, CA


2008 – 2010     Bachelor of Science in Business Management


California University, CA
1990 – 1994
Certified Administrative Professional (CAP)
International Association of Administrative Professionals, IN
ACTIVITIES
2018 – Now
Volunteer – Life Guarding Local County
2017 – Now
National Guard Volunteer – Ministry of Defense
2010 – 2012
Treasurer of the local Golf Club
COMPETENCIES
Computer skills:
Fully comprehensive with the following software:

· QuickBooks

· SAP

· IBM Notes

· NetSuite ERP

· HeavyBid
Competencies: 
Team player, Stress tolerance, Diplomatic, Energetic
COURSES
2019 – 2019
PMP: Project Management Professional
HOBBIES AND PERSONAL INTERESTS
Interests: World War II History, Reading, Cycling, Swimming

REFERENCES
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