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Emily Johnson
 
Paralegal/Legal Assistant, Law Office of Diane Kaer
Burnsville, MN 55306 
US 

Home: - 651-246-0913
egoldade@hotmail.com

Resume Updated
6/25/2015

Motivated and Friendly Professional!
 
EMILY JOHNSON
15101 Greenhaven Drive Burnsville, MN 55306  egoldade@hotmail.com 651.246.0913
Objective
Highly motivated and dependable professional; seeking a long-term position in an environment that values initiative and strong communication skills.
 
Strengths
       Attentive listener and rapid learner, with a demonstrated ability to assume increasing responsibility
       Proficient in Microsoft Office with key areas of strength being Word and Excel
       Highly organized and dedicated with a positive attitude, works well in a team environment
       Strong ability to multi-task
       Outgoing and friendly; ability to communicate effectively with a variety of people
 
Professional Experience
Law Office of Diane Kaer   Apple Valley, MN
Legal Assistant          current
· Assists a Family Law Attorney
· E-filing, scheduling appointments and court dates, organizing files, billing, drafts Petitions, Summons, Subpoenas  and other related documents
· Works with Quickbooks, Word, and Odyssey E-filing system    
· Attended an Administrative Assistants Conference with certification on May 20th, 2015                                                                                   
 
US Bank      Burnsville, MN
Teller               12/13-2/14
· Works directly with customers performing all bank transactions
· Works at one of the top 10 busiest branches in the region; strong multi tasking abilities
 
Assurant Employee Benefits                                                                                                               Edina, MN
New Business Coordinator                 11/07-9/12
· Worked directly with brokers on new business
· Assisted a sales representative in selling Dental, Life, and Disability insurance
· Worked daily with Microsoft Word and Excel
· Ability to multi task in a fast-paced environment; collaborates well with a variety of people
 
Marquis Salon & Spa                              Maplewood, MN                                                                                                       
Stylist                                       10/05-11/07
· Worked directly with clients performing hair, skin, and nail services
· Periodically answered multiple phone lines scheduling appointments
· Sold many different salon products to clients
· Attended all continuing education classes that were offered
· Received a certificate of completion for Great Lengths hair extensions in August 2006
· Built a strong clientele utilizing my customer service and people skills
 
Elite Title Company                               Saint Louis Park, MN
Receptionist                             10/03-9/05                                                                                               
· Was the first point of contact; greeted all clients and customers
· Answered multi-line telephone system – scheduling appointments, took messages, and redirected calls
· Worked with Microsoft Word and Excel
· Performed additional office duties as needed
 
Education
Academy College                 Bloomington, MN
Legal Assistant Certificate                              Graduated 6/13
 
Regency Beauty Institute                                                 Maplewood, MN
Cosmetology License       Graduated 9/05  
 
North St. Paul High School  North St. Paul, MN
Diploma                    Graduated 6/01
Additional Info
Career Information
Most recent employer
Law Office of Diane Kaer
Relevant work experience
1+ to 2 Years
Highest Education
Certification
Career Level
Experienced (Non-Manager)
Availability
Immediately
Location
US-MN-Burnsville
Relocate
Will Not Relocate
Travel
-
Willing to work weekends
-
Security clearance
No
Willing to work shifts
-
Target Job
Company size
-
Desired status
Full Time
Job type
Employee
Salary
-
Locations
US MN Minneapolis 
US MN St. Paul 

Work authorization
US - I am authorized to work in this country for any employer.
Job titles
Paralegal/Legal Assistant
Industry
-
Occupation
Paralegal & Legal Secretary
Certifications
	


Honors and Awards
Career Highlights
Affiliations
	


Accomplishments
	


WorkKeys
References
 
Interests and Hobbies
Skills
	Skill
	Proficiency

	Language
	Proficiency
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