
Soleugenia Rodriguez
3314 Jasper Street, Philadelphia, PA 19134
 Telephone: (267) 271-6635  
Bilingual – Legal Assistant/Secretary 

Professional Experience 

06/2018 – Present   Secretary/Receptionist – Cianfrani Law, Philadelphia, PA 19134
Part time employment 
· Filing of small claims cases. 
· Answering phones, faxing, copying, and scheduling. 
· Typing attorneys trail motions, petitions, and responses to interrogatories. 

07/2017 – 02/15/2019  Secretary/Receptionist - Levy Law LLC, Philadelphia, PA 19102
· Filing Landlord and tenant complaints in Philadelphia Municipal Court 
· Receptionist duties, answering telephones, scheduling appointments and greeting clients.
· Filing documents with the sheriff’s office, and landlord/tenants and Prothonotary. 
· Collecting payment from clients on Quick Books 

12/2016-07/2017  Secretary - A & A Court Reporting and Videoconferencing,
Philadelphia, PA 19106 
· Maintained calendar and scheduled Court Reporters 
· Binding transcripts and exhibits
· Answered phones, filing, copying and scanning documents 
· Entered payment in Quick Books.
 
06/2016-12/2016  Receptionist/Legal Secretary - David Offen Law Office, Philadelphia, PA 19106
· Maintained attorney’s calendar 
· Greeted clients 
· Answered phones, filing, copying and scanning documents 
· Kept client informed by maintaining contact; communicating case progress
· Some electronic filing with the Eastern District of Pennsylvania Bankruptcy Courts 

08/2004- 06/2016  Legal Secretary - Boulevard Law Center, Philadelphia, PA  19115
· Kept clients informed by maintaining contact; communicating case progress
· Maintained case costs by verifying outstanding balance with attorney, clients, and medical providers.
· Enhanced trial proceedings by organizing evidence, preparing exhibits, scheduling witnesses; ensuring that witnesses are ready when needed.
· Retained court reporters and interpreters, if necessary for hearings/depositions.
· Requested medical records and bills from client’s treating physicians
· Some Electronic filing with the Philadelphia Courts, familiar with WCAIS 
· Maintained attorney’s calendar 
· New client intakes for Workers’ Compensation, Pre-Litigation and Litigation









07/2001- 08/2004	Secretary - Jefferson Manufacturing Co., Inc., Philadelphia, PA 	   
· Shipping and Receiving 
· Accounts payable and receivable 
· Answered phone
· Filled orders over the phone or online 
· [bookmark: _GoBack]Maintained inventory

2001-2001	Secretary - Liberty Staffing Inc., Cheltenham, PA 		 
· Answered phones, filing, coping, and faxing 
· Interviewed workers and placed them into a position

1999-2001	Secretary - Team Training Agency, Philadelphia, PA 	 
· Answered phones, filing, coping, and faxing 
· Interviewed workers and placed them into a position 

1997-1998 	Customer Service Representative – Episcopal Hospital, Philadelphia, PA 
· Turned on patient’s television and collected money for the services. 

Education
2003-2004	High School Diploma - Graduate of the Breslin Learning Center, 100 South Broad Street, Philadelphia, PA 19110

REFERENCES AVAILABLE UPON REQUEST 


