Marjorie J. Kembel
11589 Chase Way

Westminster, CO  80020

303-881-2326

_____________________

Objective

To effectively demonstrate my interpersonal communication skills in a professional environment, achieving the greater success in my career through hard work, consistency and to work with others to achieve organizational goals, aims and objectives.
Skills
· Amazing customer service and strong organizational skills.

· Excellent interpersonal skills, phone manner, and office etiquette.

· Typing: 65 -70 WPM using Microsoft Word.
· Intermediate skills in Outlook, Excel, Access, Full Court and Internet Explorer.

Experience

12/18/2013 – 01/14/2015

Administrative Assistant/Reception

Sanjel USA

· Greeted visitors and answered multi-line phone system.
· Sorted, stamped and distributed all mail.
· Received and distributed incoming packages.
· Prepared all outgoing UPS shipping and courier packages.
· Placed catering and lunch orders.
· Worked with building management with maintenance requests, parking passes, keycards, floor plans and memos.
· Placed orders for supplies, stationary, business cards, RTD light rail/bus passes.
· Organized monthly expense reports from all 10 field offices and shipped to Canada.
· Created purchase orders, PO’s and received invoices in the Sanjel Business System.
· Provided assistance with social events.
· Maintained and instituted office safety standards.
· Maintained current lists of all phone lists (4), address books, parking, security card keys, name plate templates and Neopost machine.
Accomplishments

· Revised Reception Manual
· Made cheat cheats for anyone supporting the reception desk.
· Worked on the social committee.
· Worked in tandem with the Mailroom in the Canadian Head Office.


05/2004 – 06/25/2013

Administrative Assistant

City of Thornton

· Greeted visitors and answered multi-line phone system.
· Printed all trial files and municipal court photos.

· Created all subpoenas and mailed court motions.

· Liaison to witnesses and police officers on continued and vacated trials.

· Composed and sent jury conference, jury trial and restitution letters to witnesses.

· Prepared wire transfers for closing documents on real estate Purchase and Sale Agreements.
· Special projects assigned by supervisor or specific attorney as needed.

· Receipted bills in JD Edwards.

· Opened/closed files and sent files to storage off site.

· Maintained legal file room.

· Handled all conference room scheduling in Outlook.

· Entered expense report information into Access.

· Entered bankruptcy information into Access.

· Large scanning projects.

· Copy and faxing large volumes of information to other attorneys and departments.

· Copied and built discovery notebooks.

· Updated all library, attorney periodicals and code books.

· Assisted with transcription of ordinances and agreements. 
· Mail distribution.
Accomplishments
· Served on the Employee Advisory Committee at the City of Thornton for two years.
· Created a new three point check system for all subpoenas.
· Cleaned and reorganized file room after ten years.
· Added folders for attorney client invoices for paperless filing.
· Designed different methods of documenting legal file data base for easier retrieval.
02/1997 – 10/2003

Receptionist/Backup Legal Assistant

Preeo Silverman Green & Egle, P.C.

· Greeted clients and answered multi-line phone system.

· Mail distribution.

· Mailed and filed all billing invoices.

· Assisted on transcription of depositions, estate plans and general correspondence.

· Entered estate plan client information into ACT data base and notarized all estate plans.

· Logged multiple attorneys billing.
Accomplishments

· Instituted paperless billing for attorneys.
· Streamlined the bill filing.
Education

1973 – 1977

Greenville Senior High School

1977-1979

Slippery Rock State College
References upon Request

