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PROFILE
· Attentive, strong-minded professional with 5+ years of administrative experience
· Proficient in Microsoft Office Suite, particularly Outlook, Word and Excel
· Excellent organizer concerning all aspects of administration
· Able to handle multiple tasks and deadlines with efficiency and poise
· Adept at problem-solving and being resourceful, especially under stressful and high-pressure circumstances
PROFESSIONAL EXPERIENCE
Legal Secretary








Philadelphia, PA
Dechert LLP








April 2014 – Oct 2017
· Operated multi-line phone system, including answering phone calls, transferring callers to appropriate person or voicemail and initiating conference calls
· Managed executive calendars and contacts, scheduled appointments and set up webinars/video conferencing utilizing CRM and Cisco WebEx software
· Coordinated meetings, made travel arrangements, reserved conference rooms and requested catering orders
· Administered monthly bills through Thomson Reuters Elite software and by creating a comprehensive “tracking” spreadsheet for all client invoices
· Drafted, edited and proofread cover letters, legal documents, spreadsheets, charts, and presentations
· Recorded and processed time sheets via Carpe Diem time-keeping system and updated lists of client/matter codes
· Processed expense reports, check disbursement requests and remittance transmittal forms
· Handled original, confidential documents and records by following the firm’s policies and procedures
File Clerk



Philadelphia, PA

Dechert LLP



Dec 2012 – March 2014
· Transformed practice group’s complex filing process into a much more simplified, streamlined system
· Prepared correspondence and packages for shipment via USPS, FedEx and UPS
· Created and maintained a “go-to” Word document containing a substantial list of all client financial statements
· Collaborated on multiple projects, including performing extensive research for a prominent client and scanning numerous legal articles into the firm’s document management system
· Ordered office supplies and kept track of supply inventory for practice group
· Received and distributed daily incoming mail for attorneys and paralegals
Office Assistant


Philadelphia, PA
United Refrigeration, Inc.


June 2007 – Sept 2007

· Provided support to service department including phone coverage and record management
· Assisted with employee time-keeping and payroll and counted and logged weekly petty cash
· Inputted invoice data into company database, resulting in accurate customer transactions
· Copied, faxed and scanned paperwork as needed
EDUCATION
Community College of Philadelphia
Philadelphia, PA 
A.A. in Liberal Arts
Feb 2018 – present

Temple University






Philadelphia, PA
Studied Liberal Arts






Jan 2007 – May 2010
