HELEN ELLIS

(303) 503-5910

helenbutlerellis@gmail.com
Receptionist
Over ten years of legal assistant experience including administrative, clerical.  

SKILLS

Computer skills; Word, Internet Explorer, typing 50 wpm, data entry, customer service, organization, detail-oriented, deadline management.
WORK EXPERIENCE
Helen’s Staffing, LLC, Temporary Clerical Assistant, Littleton, CO
 





  2011- Present
Provide temporary clerical support to small businesses and self employed professionals. Services provided include: home office set up, filing, typing, organization and storage solutions and appointment setting. 

Homemaker,  self-employed care of special needs child,  Littleton, CO                               1999-2011
Organized the medical and daily care of special needs child. Consulted with medical, therapy and educational professionals to develop appropriate care and educational services.
Davis, Graham & Stubbs, LLP, Legal Assistant, Denver, CO








    1991-1999
Assisted three partners in daily work assignments in one of Denver’s largest law firms. Daily responsibilities included: filing, typing, billing, data entry, scheduling, event planning and meeting preparation. 
EDUCATION
Barnes Business College, Certificate Legal Secretary

References furnished upon request.
References
Andy Ellis

Lockheed Martin

303.977.1283


Deirdre Sage

Center Point

303.798.9632

Helen Everett

Helen’s Staffing

303.867.1555


