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		            6333 Cardiff Street
		      Philadelphia, PA 19149
		       jaxx122098@gmail.com 	 
			       267-908-1543

					Education
					John W. Hallahan CHFG
					Philadelphia, PA
					Diploma Granted: 1990
					Relevant Coursework:
					Business

					Vullings Law Group, LLC
					Paralegal 
					February, 2012 - Current
					Collegeville, PA
					*daily monitoring and contact of potential new clients from e-						  mailed submissions received through firm website
					*new client intakes
					*case law research
					*compile all necessary documentation
					*draft and send fee agreements
					*draft complaints
					*assist in cases from opening to settlement
					*scheduling
					*assist with credit repair clients
					*monitor company automated live chat center					
										
					Warren & Vullings, LLP
					Paralegal
					Jenkintown, PA
					January, 2009 to February, 2012
					*answered incoming calls
					*spoke with new clients
					*new client intakes
					*research
					*compiled all necessary documentation
					*drafted complaints
					*discovery
					*assisted in filing and service of process	
					* assisted with files from opening to settlement
					*assisted in closing files
					*scheduling	
			

					Thompson Mahogany Company
					Inventory/Admin Assistant
					Philadelphia, PA 
					March, 2005 –September, 2008
					*documented incoming shipments 
					*system input of new inventory 
					*assisted with billing
					*assisted with accounts payable
					*filing and administrative duties
					
					Francis Cauffman Foley Hoffmann 
					Administrative /Billing /Payroll Assistant
					Philadelphia, PA 
					December, 1997 thru June, 2004
					*typist for several projects managers
					*scheduled meetings
					*accounts payable
					*accounts receivable
					*collection and in-put of company time cards
					*payroll
					
										
								

					Computer Skills

					Microsoft Office 
					Word
					Excel
					Outlook
					Abacus
					Pacer
					
				
										
					References upon request
				
					
					
					

