LISA CROWELL

3402 Greenway
Hannibal, MO  63401
615-439-0359 (cell)
lisa.anewday@gmail.com
Summary:
Business professional with excellent office and people skills.  Degree in Mass Communications.  Major strengths of organization, written and verbal communication.  Detail-oriented and committed to project
follow-through.  Legal as well as corporate medical, and tv network background.  Ability to multi-task and meet strict deadlines with high energy and enthusiasm.

Computer / Office Skills:

	· Typing (80 wpm)
	· Interaction database

	· Microsoft Office 2007 & 2010
	· ComparePro

	· DocxTools
	· Aderant Time Entry

	· Adobe
	· Olympus Transcription


Professional Experience:
	8/2013 – 10/2013 (temp)

	NRB TV Network
	Nashville, Tennessee


Executive Assistant to President/CEO
· Reviewed and edited office communication from the President.

· Conducted research, prepared reports, scheduled meetings, coordinated travel.

· Created human resources office documents.

· Organized the filing system, inventoried all office supplies, made sure the office was OSHA compliant, maintained employee records.

· Assisted the marketing department with special projects.

	6/2012 – 4/2013

	Pillsbury Winthrop Shaw Pittman
	Nashville, Tennessee


Document Production Specialist

· Document Production Specialist, for attorneys in the United States and abroad, including London and China.
· Projects included:  transitioning PDF documents into Word, Olympus transcription, Adobe, Interaction database entry, typing legal briefs, Aderant time entry, card scanning, DocXtools, LinkedIn research, extensive use of tables, Best Authority and typing complicated scientific and Greek formulas.
· Proofread lengthy/detailed legal documents.
· Extensive use of tracking/redlining and ComparePro.
· Met strict rush deadlines while working in a high production environment.
	5/2010 – 5/2012


	Various Temporary Agencies
	Nashville, Tennessee


Assignments included:  Tennessee Housing Development Agency’s real estate closings, then requested to come back to THDA to assist the Public Relations Department in coordinating the Governor’s Housing Summit; Burr Forman in real estate and litigation; Bradley Arant in health care.
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	7/2008 – 5/2010

	Manier & Herod
	Nashville, Tennessee


Legal Secretary/Floater & Word Processor

· Effectuated quick turn-around of extensive workers comp documents on a daily basis.
· Provided secretarial desk coverage when regular staff was absent.
· Entered attorney time.
· Filed documents with the courts throughout several Tennessee counties.
· Assisted with reception desk coverage.
	10/2004 – 4/2008

	Freedom2Go
	Abilene, Texas


Human Resources Director for a durable medical equipment company
· Oversaw policy changes implemented for the corporate headquarters and 6 retail branches.
· Created forms to be used by management throughout the company.
· Assisted in determining safety training requirements and kept track of employee compliance thereof.
· Updated Employee Handbook and attended seminars to insure the HR Department was correctly implementing new state and federal regulations.
· Managed personnel files as the company grew from 20 to 70+ employees.
· Assisted in the planning and layout of the new office space.
· Reported directly to the Board of Directors and the President.
· Managed all HR responsibilities for federal accreditation requirements.
· Served on the Compliance Committee.
	3/2000 – 9/2004
	Occidental Chemical Corporation
	Dallas, Texas


Corporate Legal Secretary
· Managed the workload of two Corporate partners.

· Prepared and revised complex documents for mergers and acquisitions.

· Edited documents utilizing red/blacklining tracking of changes.
· Maintained and updated all client files.
· Coordinated projects with paralegals as needed.
· Utilized the in-house travel department to coordinate domestic and international travel.
· Assisted with mass mailings.
Previous Work History:

Eight years at law firms focusing on corporate law, mergers and acquisitions, and litigation, including:  Jones Day and Gibson Dunn in Dallas and Frandzel in Los Angeles.
Education:

Associate’s Degree – Communications – Hannibal LaGrange University, Hannibal, MO

Bachelor’s Degree – Communications – Abilene Christian University, Abilene, TX

