Kelly A. Candello
520 Arnold Street, 1st Floor
Philadelphia, PA 19111
215-866-6424
candello@doclawyers.com


Summary
[bookmark: _GoBack]Accomplished and resourceful office support professional with 17-years-experience in the administrative arena.  
Results-driven professional with the demonstrated capacity to handle multiple tasks simultaneously. Autonomous while capable of independent contribution. Enthusiastic, determined and interested in accepting new challenges.

Experience
Senior Administrative Assistant						1/2002 - Present

McCann Law, LLC 
(Formerly McCann & Geschke, P.C.)				Philadelphia, PA
· Provide legal and administrative support for medical malpractice defense litigation firm 
· Coordinate, prepare and interpret complex legal documents including pleadings, motions, briefs, interrogatories, responses, agreements and legal memoranda
· Plan, schedule and summarize depositions and expert reports 
· Assisted with drafting and filing pleadings and motions
· Organized and maintained multiple case management responsibilities through entire litigation cycle
· Coordinate and prepare exhibits and exhibits lists for trials and hearings
· Prioritize and manage multiple projects simultaneously and follow through on issues in a timely manner
· Processed departmental invoices and deposited checks as required
· Schedule attorneys’ calendar with respect to court dates, client appointments, depositions and travel
· Composes, transcribes, prepares and types drafts, articles, reports, proposals, charts, and a variety of correspondence
· Proofreads and edits drafts and final materials for consistent format and correct punctuation, spelling and grammar
· Compose heavy volume of dictation
· 81 words per minute
· Answers and directs all incoming calls to appropriate party promptly and efficiently
· Disperse incoming mail to correct recipient throughout the office
· Manage office supply needs and inventory
· Act as a liaison between clients and Attorneys’
· Help coordinate meetings with creating/preparing materials and hospitality set up as needed
· Maintain strict confidentiality with sensitive information, financial documents, records and personal matters

Administrative Assistant							2/2000 – 12/2001
National Group Management						Philadelphia, PA

· Handling incoming and outgoing mail
· Opening new client credit claims
· Compose and prepare various documents 
· Handled heavy volume of calls and client contact

Highlights

· Notary 
· Microsoft Office, Outlook, Excel, Access, Adobe
· Document Control
· Calendaring
· Organization
· Prioritization
· Dictation
· Relationship builder
· Multiple project management
· Meeting and travel support


Salary Requirements

	*	$65,500.00/yr

