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Administrative Assistant, ABC Company, City, State, 2006 to present
- Use a combination of verbs and nouns to describe job duties and
accomplishments that are most relevant to the work you are currently
seeking.

- Don't forget to include a variety of targeted keywords

- List jobs in reverse chronological order; your most recent job goes
first.
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Administrative Assistant, XYZ Company, City, State, 2000 to 2006

- Continue to use verbs and nouns to describe job duties and
accomplishments that are most relevant to the work you are currently
seeking and target important keywords.
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