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Skills
	As an entry-level paralegal candidate, I am prepared to offer competent administrative, research, and receptionist skills via Microsoft Office Suites; knowledge of court procedural processes, calendaring, drafting basic pleadings and correspondence; I am  comfortable taking direction working collaboratively and self-starting while working  independently; able to clearly and effectively communicate both verbally and in  written form. 

Topper's Spa,  LLC.  
Newtown, PA 
November 2002-Present
Client Services Specialist
Multiple responsibilities include guest relations, scheduling,  staff coordinator for training and education, reception, inventory requisition, vendor relations.
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	Jonathan Stanwood, LLC / Paralegal Temp
January-March 2017 Philadelphia, PA 
Temporary position; sole practitioner, estate and bankruptcy practice. Responsible for client intake, e-filing, drafting petitions and correspondence, scheduling and timekeeping.

Family Design Resources/ Paralegal Temp
August November 2016 Doylestown, PA 
Temporary position, subcontracted by Bucks County Children and Youth. Team member supporting the County Solicitor in county child dependency cases.  Provided the necessary state mandated family and resourcing research to draft the findings of fact to advance cases through the court; attended proceedings checking in respondants and scheduling the call of the trial list.

Legal Aid of Southeastern PA / Intern
January-May 2016 Doylestown, PA 
Family Law Non-profit, administrative  support, client intake, case management through the court procedurals.

Bucks County Community College / Paralegal Certificate 
December  2014 - May 2016,  Newtown, PA 
Paralegal Certificate Program,  Dean's Honor List 
Temple University / B.A. Communications 
[bookmark: _30j0zll]Philadelphia, PA 
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