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EXPERIENCE

Itasca Books Distribution - Warehouse associate — 2011 — January 2018
· Monthly payment data entry.
· Processed and mailed monthly customer statements. [image: ] Assisted customers with pick up orders.
Briggs and Morgan, Law Firm — Paralegal Intern September 2016 — December 2016
· Practiced Minnesota Real Estate and Probate law.
· Drafted lease agreements per clients requests in a timely fashion.
· Drafted contracts between companies and clients.
Ramsey County Criminal Court — Paralegal Intern — September 2017 — December 2017
· Processed and filed criminal complaints through MNDOCS.
· Scheduled and set court dates for Ramsey County Attorney's.
· Held client meetings in assistance with Attorney.

EDUCATION

Inver Hills Community College	Certificate Awarded 2017
· Paralegal program
Minneapolis Community and Technical College — Degree Awarded 2014
· Associates in Science Degree

SKILLS

· Experience with customer relations in a business manner
· Comfortable working in a group or individuals
· Efficient with Microsoft Word, PowerPoint and Excel
· Adaptable to learning new programs and databases
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