Nicole Jenkins
303-960-1116
Jenkinsnicole2013gmail.com

Legal Secretary/Legal Assistant

Professional Summary

	· Adapt to changing priorities
	· Problem solving skills

	· Strategize and prioritize effectively.
	· Microsoft Word

	· Handle a high volume of clients in a fast-paced environment 
	· Microsoft Outlook

	· Work independently and quickly with minimal supervision.
	· Microsoft Excel



Education/Training

Emily Griffith Technical College				Legal Office Certificate Program            Denver, Colorado

· Legal Transcription: Transcribing a variety of legal documents and develop a legal vocabulary.
· Legal Terminology: Legal terminology and its proper uses in legal documents, legal instruments, and legal correspondence.
· Business Editing: Proofreading skills including spelling, punctuation, and grammar. 
· Legal Office Procedures: Fundamental office procedures for both general and specialized law offices.

Work History

Sales Associate				Broomfield, Colorado 	09/2014- Present
Dillard’s

Built relationships with clients enhancing their shopping experiences; adapted to a wide range of activity levels and prioritized tasks.
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Assistant Manager/ Sales Associate		Broomfield, Colorado	            11/2011-09/2014
Payless Shoe Source

Maintained timesheets; processed shipment; trained employees; filed paperwork and sent information to corporate headquarters and other stores; maintained a daily calendar; handled customer complaints and requests; kept store neat and clean; adapted to last-minutes requests from corporate headquarters; contacted customers when orders arrived.

