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Professional Skills
· Proficient in Microsoft Word, Excel, and PowerPoint
· Excellent command of the English language
· Highly organized and efficient
· Detail-oriented approach to tasks
· Ability to work independently
· Quick to adapt and eager to learn new skills
· Strong ability to meet deadlines
Work Experience
Remote Transcriptionist - GMR Transcription Services (April 2015 – December 2023)
· Transcribed court recordings with accuracy and attention to detail
· Provided feedback on various projects as needed
· Contributed to special projects and demonstrated versatility in responsibilities
· Adapted quickly to new or changing situations
Paralegal Executive Assistant - EagleRider, Inc., Torrance, CA (November 2009 – March 2015)
· Assisted owners of a thriving motorcycle tourism business
· Recorded board meeting minutes
· Communicated with government agencies to ensure legal compliance for the head office
· Prepared and finalized franchise agreements for prospective franchisees
Paralegal - Fisher & Phillips, Atlanta, GA (September 2000 – September 2009)
· Supported a senior partner in a labor and employment law litigation practice
· Worked with various attorneys on a broad range of labor and employment law litigation services for clients
Education
· Kaplan University – Paralegal Studies
References
· Available upon request
