Cristine Y. Levine
1229 Old Lane
Drexel Hill, PA 19026
CKL0417@gmail.com
215-904-2852

RESUME

Objective:  To obtain a part-time position with an established company or organization in a support role as administrative assistant, receptionist, secretary, customer service or office clerk.

Summary of Skills:

· Hardworking, focused, reliable and trustworthy.
· Excellent organizational skills.
· Excellent communication skills, both speaking and writing.
· Ability to communicate and interact with a diverse public.
· Friendly and cheerful disposition, willing to be helpful.
· Ability to switch gears and multi-task when necessary.
· Ability to perform duties with little or no supervision.
· Quick decision making skills when needed.
· Ability to work as part of a team.
· Can anticipate and troubleshoot for potential problems before they occur.
· Skilled with office equipment and knowledge of Microsoft Office.
· Worked with money, receipts, cash registers, and valuable inventory.

Prior Work History:

10/2016-09/2017:  Childcare: Babysitting for one child while his parents worked on as-needed basis. Involved preparing meals, light housekeeping and laundry, bathing and dressing, feeding, teaching and entertaining toddler.

01/2015-09/2016:  Childcare. Babysitting for four children while their parents worked, three days a week.  Involved preparing meals, cleaning, light housekeeping, washing, dressing and getting children ready for school, driving children to and from school and extracurricular activities, basketball, soccer, wrestling.  Over-seeing homework assignments and reading.

04/2009-09/2014:  Full Time Stay-At-Home Mom and Household Manager. 

01/2005-03/2009:  Paralegal/Administrative Assistant: Law Office of Robert Reibstein.  Collections Law Office.  My job was to handle all of the cash, billing, and banking.  I performed all duties asked of me by my employer,such as filing, answering phones, responding to routine telephone requests and routine correspondence.

09/2001-06/2004:  Paralegal/Administrative Assistant:  Nationwide Mutual Insurance Company.  Defense litigation practice. Responsible for maintaining insurance defense cases from inception through arbitration or settlement.  My worked involved keeping the Court’s and the attorney’s calendars, communicating on the phone and through written correspondence with various court personnel, other attorneys and clients, maintaining 150 case load, and all other duties and responsibilities required of me in a busy, demanding, litigation practice



06/1988-04/1994:  Paralegal/Administrative Assistant: Beasley, Casey, Colleran, Erbstein, Thistle & Kline.  Intense catastrophic injury and products liability law practice, where I worked full time as paralegal on a three person team.  The job required the constant ability to juggle more than one task at a time, multi-tasking, heavy telephone work, responding to inquiries from court personnel, other attorneys and clients.  Scheduling depositions, conferences, pre-trial, and settlement conferences.  Summarizing volumes of medical records, summarizing depositions, preparing and responding to routine court documents.  Here, I again developed a comprehensive data base of our case load, which included all client information and all case related information easily accessible with the press of a button.
 
06/1986-06/1988:  Judicial Secretary/Receptonist: City of Philadelphia, Court of Common Pleas, Civil Trial Division.  I was a judicial secretary responsible for scheduling with attorneys all settlement hearings, pre-trial hearings and actual trials.  Much communication on the phone and correspondence with attorneys and other court personnel.  Organizing massive paperwork, typing the Judge's Opinions, greeting visitors to the Judge's Chambers and over-seeing the work of judicial interns.

09/1982-06/1986: Legal Secretary/Receptionist:  Law Offices of Marilyn J. Gelb, Esquire.  Legal secretary to criminal defense attorney.  Large caseload and handled cases from initial trial up through U.S. Supreme Court.

09/1976-09/1982: Receptionist/Secretary/Inventory Clerk: Sidney Rosen Company.  Worked as a receptionist, secretary, and inventory clerk for this large fine diamond and jewelry retailer and distributor on Jewelers Row. 

09/1972 to 09/1976: Retail Sales Associate/Customer Service: Lit Brothers Department Store.  I worked as a part time sales associate while I was in high school and sold hosiery, fragrances, cosmetics, and ladies swimwear.
.

Education:

1985:  Philadelphia School:  Certification as Paralegal in Civil Litigation. GPA 4.0
1984:  Community College of Philadelphia:  Honor's Program, Associates Degree GPA 3.8
[bookmark: _GoBack]1976:  St. Anne's Business High School:  Diploma – Honor Student
1972:  St. Bartholomew's Elementary School – First Track Honor Student



