Nancy Meyhoefer
7374 Berkshire Ct, Shakopee, MN

nmeyhoefer.nm@gmail
612-220-7123
Strengths in administrative, receptionist, financial, and legal areas.

Mature, responsible, professional, customer service driven.

Receptionist/Office Administrator (Temporary Assignments)    
        March 2014 to present
Executive Office Administrator

St. Mary Magdalene Lutheran Church


          December 2009-March 2014
· Collaborated with pastor, committees and volunteers to support the daily activities of the church.
· Provided outstanding customer service when answering phones and greeting members and visitors

· Demonstrated trustworthiness, confidentiality, and efficiency when managing the office with duties including but not limited to: payroll; bill payment; banking; producing weekly bulletins; tracking member contributions; coordinating monthly and annual reports and maintaining the church calendar. 
Legal Assistant (part time)
Lundquist Law Office




 Part time March 2013 through March 2014
· Effectively provided key support to attorney in the area of insurance law.  

· Primary responsibilities required being detail orientated to keep files organized, note court dates for attorney, and prepare correspondence.  

· Completed on-line billing on behalf of attorney for insurance company 

· Conducted comprehensive research on insurance files.

Office Manager

Community Health Charities of Minnesota
January 1997 – May 2000

· Ensured customer satisfaction through professional and courteous interaction with clients and visitors including initial intake of phone calls and face to face greetings.  
· Supported the ongoing mission of the company by working closely with clients to ensure all donated funds were allocated to their chosen non-profits. 

· Assisted the staff in organizing events and was integral to ensuring the accuracy of documents and brochures.  I also managed all office equipment, facilitated service schedules and repairs, and purchased office supplies.  
Word Processing Professional
Cousineau, McGuire 




                      January 1987- December 1997
· Ensured that legal documents were typed and completed in a timely manner, free of spelling and grammatical errors.  
· Worked with all attorneys, paralegals, and legal secretaries.
Legal Secretary  
Lindquist & Vennum 




       
            June 1982 - December 1986
· Performed legal secretary duties for attorneys and paralegals in the areas of general litigation, corporate law, and workers’ compensation.  
· Primary responsibilities included all functions necessary to accurately and timely process legal documents and correspondence as well as efficiently coordinate activities including client meetings, court appearances, and depositions.    
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Additional Information:  

Software knowledge: Pages, Entourage e-mail, Constant Contact, CDM and ACS (Church Accounting), Microsoft Office (Outlook, Word, Excel, PowerPoint), Yardi, IApplicant, Legal Software for Legal Services Systems, Inc.
Past President of Parent Teacher Organization – Red Oak Elementary in Shakopee, MN.
Education 

Willmar Vocational-Technical Institute                                      

Certification of Legal Secretary

Legal Secretary Internship

