 (
Lloydminster, AB  T9V 2B3
advanceproofreading@gmail.com
)

Advance Proofreading & Virtual Assistance Services


ADMINISTRATIVE
Word processing
Formatting/Editing
Writing
Resume Screening
Pre-screening Interviews
Reference Checks


CONTACT MANAGEMENT
Manage client data base
Schedule meetings and appointments


DOCUMENT PREPARATION
Excel
Word
PowerPoint
Letters
Reports
Training manuals


EMAIL SERVICE
Standardized responses
Screening
Timely follow-up


DESKTOP PUBLISHING
Flyers
Brochures
Newsletters
Letterhead
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