Christina Carroll
(215) 331-2769 - tinacarroll707@yahoo.com


Skills
Over the past 6 years I’ve been in the fields of customer service, retail, catering and admin/reception work on a part time basis. Because I’m resourceful, flexible and able to adapt to changing priorities I have moved seamlessly through different careers while maintaining a positive attitude and gaining experience. The previous 25 years of administrative experience include the legal and medical fields in a number of capacities which have provided me with an uncompromising work ethic. Accomplished ability to solve problems creatively and self-management skills.
SalonIris Program
POS Systems
Planograms

Typing 60+
Microsoft Office and Outlook 2003-2010
Digital Transcription
Windows 7 and 8
Microsoft Excel and Power Point
CompaRite – Delta View
Adobe Acrobat, Abby, Visio
Legal/Medical Billing
Legal/ Medical Terminology
Jomar Stores
November 2017 – Current

Hired for Fabric Department, cutting fabric to customer requests, offering assistance regarding total yardage needed for customer projects. Maintain order throughout department, put out bolts of material when delivered from warehouse. Also worked as cashier, assisted manager in restoring order to the floor, participated in all facets of sales associate. 
Receptionist/Weekend Manager - LeReve Rittenhouse Day Spa 
April 2016 to December 2017
Maintain Salon calendar, customer database and POS data, oversee guest service flow, administrative tasks as assigned by Owner, respond to guest inquiries by phone, email, or text, manage cash and credit card receipts, delegate daily spa calls. 
Sales Associate - Macy’s
June 2013 – November 2015
Men’s Furnishings Department, maintained selling floor, restocking as needed, perform sales support/functions related to POS procedures, assisted customers as personal shopper selecting appropriate professional and formal event wardrobe.

Office Assistant/Rental Manager
April 2015 – August 2016
Screen applicants for rental units using Tenant Network background checks, act as liaison between tenants, landlord and maintenance staff, direct appropriate maintenance staff to units with repair issues.  Collect rents, initiate eviction processes with city for tenants.
Catering Coordinator - Corner Bakery 

January – April 2013
Schedule and coordinate catering sales, food preparation, execute catering sales and marketing initiatives; ensure operations are in accordance with kitchen sanitation/safety standards; communicate VIP orders and last minute orders; schedule and coordinate delivery of catering orders, ensuring client approval, follow up with clients for future needs. Organized prestigious orders or sensitive issues for orders.
Legal Document Specialist

April – August 2012
Blank Rome LLP/Williams Lea – Temporary position – Outsourcing functions to off-site Document Production Firm: Created/edited complex legal documents for multiple states and legal jurisdictions; advanced software knowledge; digital and tape transcription, scan/clean documents, convert documents to/from varied software packages available; utilized software specific to the legal industry, such as Interwoven, Innova numbering system, MacPac numbering system, black-lining, and general editing to correct legal documents with handwritten and dictated edits.

Legal Administrative Assistant/Secretary Temporary contracts
October 2010 –February 2012
Fund Formation Dept., created and edited complex private fund documents, PPM’s Supplements & Agreements, transcription dictation, completed financial closings; provided administrative support to two department managers.
Litigation, real estate, environmental and educational law. Created conflict checks, letters of intent, edited legal correspondence, transcribed dictation, managed monthly billing on Juris including invoice tracking; created and tracked auditor letters; trained office staff in eFiling, Pacer and formation of legal documents and filings.
Construction litigation. Tasks included composing correspondence, transcription dictation, typing of pleadings, briefs, agreements and calendaring deadlines, hearings and trials on Outlook, draft third party correspondence, schedule subpoena delivery, conflict checks, scheduling depositions, court filings in Superior and Common Pleas Courts of New Jersey; eFile in Philadelphia Court of Common Pleas, Municipal Court and Federal Court with PACER.  Created, organized and updated pleadings and discovery indices; creation and tracking of project files.

Legal Secretary
November 1998 – February 2010
Drinker Biddle & Reath LLP
Supported teams in Corporate, Mergers & Acquisitions, Investment Management; preparation of PPM’s, Annual Reports, prospectuses, agreements and fund documents for filing with SEC via EDGAR; prepared board meeting minutes and compliance documents; coordinated travel arrangements for attending CLE’s/board meetings, managed calendars, scheduled meetings and departmental events including conference rooms, necessary technologies; proofread and edited documents to ensure a high level of written business communication. Organized and updated closing binders, tracking of all appropriate documents for closing of mergers, agreements and real estate transactions.  
Litigation Department. Transcription dictation, typing of pleadings, briefs and contracts for Class Action Suits; Organized/maintained appointment and trial calendars as well as schedule appointments for hearings, depositions, meetings and coordinate travel arrangements; composed and prepared various legal documents with related correspondence and interacted with court personnel as appropriate. 
Medical Secretary/Assistant/Surgical Scheduler in the following Specialties:  

Dermatology
Ophthalmology
OB-GYN
Urology
Personal Accomplishments
Macy’s – Routinely acknowledged for exemplary customer service and multiple recognition awards.
Member of NALS… the association for legal professionals, a tri-level association for continuing legal education of the career legal professionals nationwide, NALS of Pennsylvania, the state chapter, and NALS of Philadelphia, the local chapter, 2005 - 2012.

NALS of Philadelphia offices held: 2007-present Bulletin editor (Locally distributed newsletter); 2008-2009 Governor; 2010-11 Second Vice President & Education Chair; 2011-2012 Governor.

NALS of PA Office held: 2009-2012 Publication Editor of The Reporter (Membership newsletter for statewide membership.  
Volunteer Projects
Philadelphia Horticultural Society:  Neighborhood beautification projects, Philadelphia Flower Show in multiple capacities, instruct neighborhood residents in creating vegetable & herb gardens. 

Fox Chase Library Events: Assisted with various fund raising events for library, coordinating book sales, craft fairs  organization; created flyers and assisted with day-trips via bus company for up to 75 people, coordination of locations and booking events & restaurants.
Welcome America! July 4th: volunteer providing information to attendees about the events taking place throughout the city, assigning staff throughout venue, stocking of all information booths, delegating tasks for volunteers, aiding and assisting visitors at events.
Hidden City Philadelphia Art Festival: volunteer guide guests through the exhibits/sites, crowd control in various locations throughout the city which included knowledge of the site, artists and the work itself; work closely with Venue Manager process passes for arriving visitors. Sell merchandise at sites, performance events or talks; usher / seating guide. 

Juvenile Diabetes Convention: Assist with registration to event.  Supply information regarding center city events, location of historic areas, and transportation throughout city including directions, restaurant and dining information, and child friendly attractions.

SPCA/ACCT (Animal Care & Control Team): Socializing pets, assisting customers with adoptions, giving instructions on animal adoptions and animal needs, fostering of cats and kittens.  Walking and some training of dogs, mostly assigned to feline areas. Assisted during “trap, neutering and returning to colony” massive event for cats providing surgery to over 100 cats. 
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