Tanya Elizabeth Clark
1839 S. Taylor Street 
 Philadelphia, PA 19145 
(267) 975-3825∙ tc617178@sju.edu
PROFILE
PHARMACEUTICAL/LEGAL - Leverage ability to communicate with clients, managers, and other pertinent people. Possess strong capability of prioritizing and managing a wide array of responsibilities. A dependable team player that relates well and work cooperatively with diverse personalities and with all levels of management in a professional and tactful manner. 

TECHNICAL SKILLS: Microsoft Office, Spreadsheets, Lexis Nexis, West Law, Web and Social Skills, Email, Concordance, Best Case and Hotdocs, Time Matters, Argos Manager and QuickBooks 

EDUCATION
Saint Joseph's University, Philadelphia, PA 
Pharmaceutical & Healthcare Marketing Post Master's Certificate Program	   December 2018
Master of Science in Criminal Justice 	   				   December 2016
Bachelor of Science in Legal Studies  					   May 2015
				           		

PROFESSIONAL EXPERIENCE
CITY OF PHILADELPHIA, Labor & Employment			   2016 to 2016
Volunteer,
Drafted and analyzed legal documents in Labor and Employment Cases
· Handled and monitored labor and employment related claims and disputes.
· Drafted, reviewed, and checked all legal documents related to employment litigations.
· Updated and maintained database related to employment law, litigation and related contracts.
· Received and responded to subpoenas, employee verifications and other legal related requests.
· Developed and maintained professional relationships with regulatory agencies and attorney team.

ERIK B. JENSEN LAW FIRM, Philadelphia, PA		          		   2011 to 2013                                                      
Paralegal
Drafted and analyzed legal documents in Civil and Mortgage Foreclosure matters
· Drafted correspondence, motions, legal memorandums
· Reviewed and negotiated various leasing and contract agreements
· Prepared documentation for real property and bulk sale transactions
· Drafted petitions for sell non-profit assets
· Interviewed clients for ejectments, tenant landlord disputes, and short sales


CAMPAIGN FOR WORKING FAMILIES, Philadelphia, PA                      2003 to 2007
Outreach Coordinator & Community Liaison   
Coordinated and implemented an outreach plan to reach out to various clergy and other non-profit organizations in efforts to educate them on the benefits of having a free tax client for low-income families.              
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· Maintained staff by recruiting, orienting, and training employees. Maintained a safe, secured, and legal work environment.
· Accomplished staff results by communicating job expectations; planned, monitored, and appraised job results; coached, counseled, and disciplined employees; developed, coordinated, and enforced systems, policies, procedures, and productivity standards.
· Maintained quality service by enforcing quality and customer service standards; analyzed and resolved quality and customer service problems; identified trends; recommended system improvements.

TEMPLE UNIVERSITY, Philadelphia, PA                                                             2005 to 2006          
Asset Building Advisor 
Developed strategies to help with money management by coordinating with banks and other financial institutions for long-term personal and financial growth for clients in the program                                                                     
· Marketed services by asking for referrals from current clients; met prospects at community functions; responded to inquiries; developed promotions; presented financial planning seminars.
· Assessed clients' financial situation by gathering information regarding investments, asset allocation, savings, tax planning, retirement planning, and estate planning; evaluating risk tolerance.
· Developed financial strategies by guiding client to establish financial goals; matched goals to situation with appropriate financial plans.
ADDITIONAL SKILLS
· Instructor- Taught Tax concepts and skills for the IRS tax preparers.
· Adult Educators- Office of Adult Education Reading Efficiency & Comprehension Skills- Helped adults in Philadelphia with the education they needed for work, family and civic engagement.
VOLUNTEER EVENTS
AmeriCorps VISTA							     	2004-2005
Fox Rothschild Center for Law and Society Week			     	Spring 2011
Foreclosure Project

Wills for Heroes							     	2011-2015

Expungement Project							     	Fall 2017

	
