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VARIOUS SKILLS
Tamara Rogers 
 Minneapolis, MN 55419    
(612) 300-5833
earthpure35@gmail.com
Summary:
Skilled professional with entry-level training as a paralegal in the fields of: Market Research, Customer Service, Document Review, Scanning/Imaging Documents, Family Law, Criminal Law, Wills/Trusts & Estate Law, Business & Contracts Law, Administrative and Hospitality experience. Promising to deliver a professional ethical leadership style to a successful company.
Competencies:
         Proficient in MS Office 2013 entailing Excel 2013 and Microsoft Word 2013
         Prepared reports, ensuring accuracy and attention to detail, including but not limited to, financial results, correspondence, memorandums, and legal researching
         Followed procedures and upheld the data protection act to meet the needs of clients and guests while working simultaneously to deliver quality work
         Researched and gathered data information for legal cases including investigating witnesses and summarized results
Education:
North Hennepin Community College, Brooklyn Park, MN08/2011-12/2013
Associate of Science, Paralegal Studies
         Completed a 6- month Practicum (Internship) course under the direction of an attorney, which included but not limited to, gathering documentation, investigation, preparing briefs, intake using the D.A.C.A. forms, and researching facts for cases using Westlaw database, preparing forms for complaint, answer/deny to interrogatories, questioned witnesses
         Excelled in special courses in family law, criminal law, and business and contracts law
         Volunteered in the legal clinic preparing D.A.C.A forms working with immigration attorney
Minneapolis Technical & Community College, Minneapolis, MN01/2009-05/2011
Associate of Arts, Liberal Arts
         Completed 97 credits, transferred to gain a double degree
Experience:
Masterson Staffing, Bloomington, MN 04/2015- 05/2015
Real Estate/Administrative Hennepin Cty Gov’t Ctr
Proofreader
         Ensuring that the real estate documents were scanned into the database.
         Documents had to be handled with care, and committed into the database before being stored.

Health Services Building Hennepin County03/2015- 04/2015
Scanning/Imaging Documents
         Using Excel spreadsheet to enter in results from health documents.
         Manually entered all comments from survey documents.
         Scanned documents into database for imaging to verify responses of the documents.
 
Jackson Hewitt Tax Services, Blaine, MN12/2014- 04/2015
Multi- Office Manager/Tax Preparer
MSM North Area
         Using the JHnet database to schedule the employees at their kiosk in Walmart.
         Running errands for Corporate getting supplies, covering employees schedules.
         Emailing employees, ensuring kiosk are up and running for Taxpayers.
         Ensuring employees have all the proper forms to prepare taxes.
         Reporting to Office Manager/Professional Tax Preparer with active PTIN.
 
Satcom Marketing, Brooklyn Park, MN10/2014- 12/2014
Customer Service Representative/Call Center
Order Entry Specialist
         Using ICOMS database inputting client information, those requesting Brighthouse services in Central andTampa, Florida.
         Calls from direct sales agents entering sales information for customers.
         Troubleshooting, transferring calls to main headquarters, attention to detail of customer accounts, noting theaccount, cancelling, rescheduling appointments, transferring services to new address, making adjustments tocustomers’ accounts.
 
Robert Half Legal, Minneapolis, MN09/2014- 11/2014
Customer Service Representative/Call Center
Senators Campaign
         Using a database called call fire to perform outbound calls for gathering polling information.
         High volume call center with an automatic dialing system that allows for the 250+ calls on an hourly basis.
         Fast paced organized professional environment that requires succinct attention to detail, and the ability to process information to engage in dialogue.
 
Special Counsel, Minneapolis, MN07/2014- 07/2014
Document Reviewer
Professional Document Redactor
         Performed editing and revision of court documents using Relativity database, ensuring readiness for publication.

Additional Info
Career Information
Most recent employer
-
Relevant work experience
-
Highest Education
Associate Degree
Career Level
Entry Level
Availability
Immediately
Location
US-MN-Minneapolis
Relocate
Will Not Relocate
Travel
Up to 25% travel
Willing to work weekends
-
Security clearance
No
Willing to work shifts
-
Target Job
Company size
-
Desired status
Job type
Salary
-
Locations
US MN Minneapolis 

Work authorization
US - I am authorized to work in this country for any employer.
Job titles
-
Industry
-
Occupation
-
Certifications
	


Honors and Awards
Career Highlights
Affiliations
	


Accomplishments
	


WorkKeys
References
 
Interests and Hobbies
Skills
	Skill
	Proficiency

	Language
	Proficiency

	Test English
	Fluent
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