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UNITED VOICE VICTORIA - EXECUTIVE ASSISTANT PROFORMA 2011

	Name
	

	Contact number
	

	Highest Educational Qualification
	

	Most Recent Job


	

	Second Most Recent Job


	

	Describe your Excel skills


	

	Describe your Microsoft Office skills
	

	Give an example of your ability to manage projects and timelines
	

	Give an example of your organisational skills


	

	Give  an example of your commitment to unions and social justice
	

	Where did you find this position advertised?
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