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SUMMARY

Accomplished 28-yearcivil service professional with in-depth experience and knowledge within the Police, Finance, and Courts departments. Strong competencies include:

*Bilingual (Spanish/English)		*Customer Service
* Documentation/Administrative Expert	* Knowledge of Criminal Court Proceedings
* Working with diverse backgrounds	*MS Excel, Word; Keyboarding


EDUCATION	A.S. Office Science; Community College of Philadelphia; 1988	


PROFESSIONAL EXPERIENCE

PHILADELPHIA FIRST JUDICIAL DISTRICT			Nov 2002 -Jan 2018
Court Clerk					
· Documented daily court proceedings and prepared legal forms to implement court decisions.
· Recorded, processed, and expedited a variety of legal records, documents, and forms used in the various criminal courts.
· Monitored and recorded jury selection procedures.
· Maintained effective working relationships with judicial authorities, attorneys, associates, and general public.


PHILADELPHIA CODE ENFORCEMENT DIVISION		April 1995-Nov 2002	
Administrative Assistant
· Supervised administrative services of 3 clerical staff.
· Answeredquestions and educated citizens on various code violations (sanitation, L&I, Airport, excess false alarms).
· Relayed information from computer to inquiring public regarding source of violation, payment procedures and alternatives.
· Verified ownership/address on violation tickets (from various city departments) prior to being mailed to violator.

	
PHILADELPHIA POLICE DEPARTMENT				April 1989 -April 1994
Communication (911) Dispatcher	
· Appeased public with learned training methods during times of crisis.
· Assigned emergency jobs and communicated information to police officers.
