DeAnna L. Troupe


Primary phone: 678-580-0170 * Alternate: 206-888-8602
Email: deanna.troupe@gmail.com


EDUCATION


Kaplan University: Associate of Applied Science in Paralegal Studies

AREAS OF EXPERTISE


*Customer service *Effective listening *Data entry
*Event planning *Classroom management *Meeting management
*Internet marketing *Promotions *Ability to follow instructions
Computer Skills: Proficient in LexisNexis, HTML, Firefox and Microsoft Office
applications (Word, Access, Excel, Internet Explorer, Outlook, PowerPoint)

CAREER SUMMARY

Internal Revenue Service - Chamblee GA 02/2009-present
Tax Examiner
* Review individual tax returns
* Code returns according to written instructions

TRC Staffing Services-Atlanta, GA 01/1999-09/2007
Office Support Specialist
* Answer phones
* Filing
* Data entry
* Type correspondence
* Sort and deliver mail

Bath and Body Works-Atlanta, GA Christmas 2006, 10/2008-present
Floor Set Associate
* Read store plan
* Set up store according to plans
* Make retail sales

Georgia State University-Atlanta, GA 10/2003-05/2004
Student Assistant
* Answer phones
* Data entry
* Type correspondence
* Coordinate mail merges

State Of Georgia, Department of Agriculture 09/2000-04/2002
Clerk II
* Answer phones
* Filing
* Data entry
* Type documents
* Train co-workers on new computer software

