Janelle Preble
Janelle.Preble@yahoo.com
89 Green Street





                 
Wakefield, MA 01880




         

  
   Phone: 781-588-1944

EDUCATION:
Graduating 05/12      North Shore Community College                                    Danvers, MA
Coursework:  Computer Graphics, Web Design, Intro to Sociology, English Composition; Family Law, Business Law, Criminal Law, Real Estate Law also using Westlaw/LexisNexis 

Microsoft: PowerPoint, Excel, Access and Word 
Contract Databases: Meditract, iContracts 
INTERNSHIP EXPERIENCE:
08/11-12/11
    Salem Family and Probate Court




    Salem, MA
· Sat in on court proceedings to observe legal procedures
· Organized and filed various cases
· Docketed and scanned for various cases
WORK EXPERIENCE:
02/12-current
    Paralegal






       Burlington, MA




     Lahey Health
· Manager of contract management system. Organization of users and the repository of contracts.

· Assisted in expanding database to other entities being added. Making an easier transformation from system to system transactions.

· Review customer contracts, vendor contracts, leases and similar documents. 

· Review and process new customer contracts and amendments. Coordinate with staff attorneys as required or appropriate.

· Perform word processing of documents, such as contracts and other transactional documents, leases, correspondence and reports.
· Conduct contract comparisons and reviews of contracts.
· Serve as a point of contact for customers on contractual matters. Act as contractual “middleman” between employees and customers, ensuring timely review and approval / reconciliation of variations.
· As needed, provide guidance on contract matters to project managers or other operational staff, including training to new project managers and other employees in contracting practices and procedures
· Handle on-going issue and change management
07/05-02/12 
    Administrative Assistant



     BayRidge Hospital 






        Lynn, MA
· Answer and screen telephone calls. Take accurate messages or direct calls to appropriate person. Greet and direct patients/families, visitors and staff. 
· Maintain departmental files, records and databases. Enter information from source documents into computer databases and/or spreadsheets, compiling, printing and distributing periodic reports. 
· Type a variety of material such as correspondence, memoranda, reports, schedules, minutes and forms; compose routine correspondence for signature.
· Strong independent and outgoing work ethic and ability to work well with others in a highly team-collaborative environment.
