Erin Barker
3618 Drumore Road
Philadelphia, PA  19154
EDUCATION:




2014 - 2017



Holy Family University


Philadelphia, PA





Bachelor’s Degree in Liberal Arts

December 2017
EMPLOYMENT HISTORY:
POSITION:
08/2017 – present
Fox Rothschild, LLP




Philadelphia. PA
Staff Services/Legal Administrative Assistant
Responsibilities Include:         
· Managing the Firm's physical assets, coordinating delivery of non-legal support services within the Firm and arranging the movement of personnel and equipment within, between and among the Firm's offices. 
· Coordinating the physical integration of new offices, new attorneys, new paralegals, new legal assistants and new staff into the Firm and within the Firm's offices. 
· Establishing, developing and/or procuring automated systems to improve performance of administrative functions throughout the Firm. 
· Directly supervise Office Administrators with respect to facilities and administrative matters
· Create and format documents using Microsoft Word and Nuance PDF
· Proficient in Microsoft Suite
· Assist attorneys and a variety of staff with trouble shooting issues within their documents.
· Prepare legal documents using programs such as Best Authority 
· Ensure that work was done in an efficient and timely matter
· Complex problem solving
· MS Office proficiency
· Organized and maintained paper and computer filing systems
08/2013 – 04/2018
Chili’s Restaurant




Bensalem, PA
Server/Bartender/Supervisor

Responsibilities Included:
· Train new employees
· greet customers and present beverage menus
· take orders from serving staff or directly from customers
· record drink orders accurately into register system
· prepare and serve alcoholic and non-alcoholic drinks in accordance with standard recipes
· respond promptly to requests from customers in a polite and professional manner
· process customer payments
· monitor inventory 
· order and restock bar inventory
· Oversee all front and back of the house restaurant operations
· Ensure customer satisfaction through promoting excellent service; respond to customer complaints tactfully and professionally
09/2011 -02/ 2014
Bensalem Food Market




Bensalem, PA 



Customer Service/Cashier
             Responsibilities Include:
· Train new employees
· Maintain weekly schedule
· Responsible for taking orders over the phone for various catering functions.
· Provide excellent customer service in self-service store
· Responsible for handling large sums of money
09/2011 – 09/2012    
The VNA of Greater Philadelphia – Temporary
Philadelphia, PA



Clerk Assistant
Responsibilities included:

· Completed varied administrative and clerical tasks such as filing, faxing, data entry to support business activities of VNAGP and the Orders Tracking Department
· Responsible for faxing signed POTs/interim orders with notes/instructions for physician’s signature
· Sort, alphabetize and file all loose patient information to appropriate and correct patient record
10/2006 – 09/2011     
Nino’s Farm Market

Bensalem, PA

Customer Service/Cashier

Responsibilities included
· Responsible for taking orders over the phone for various catering functions.
· Inventory/arrange stock on shelves
· Provide excellent customer service in self-service store
· Responsible for handling large sums of money




References available upon request
