	Eleanor Q. Olson
1832- 37th Street. NW Apt A, Rochester, MN 55901♦(507) 581-3802♦ella_q_e@hotmail.com

	

	EDUCATION
	Minneapolis Business College, Roseville, Minnesota
Associate in Applied Science Degree – Paralegal, December 2010
GPA 4.0

Minnesota School of Business, Rochester, Minnesota
Bachelors in Paralegal Studies – Paralegal, May 2013
GPA 3.8

	

	AREAS OF
STUDY
	Database Management
Business Management
Commercial Law
American Legal System
Criminal Law
Domestic Relations / Family Law
Client Interview & Communication
	Legal Computer Applications
Legal Ethics
Legal Research & Writing I & II
Litigation I & II
Office Procedure & Technology
Statistics
Accounting/ Economics

	

	SKILLS /
SOFTWARE
	Westlaw
Keyboarding (65 wpm)
	Microsoft Office Professional 2010

	

	CERTIFICATION
	Westlaw for Paralegals – Fundamentals, April 2010

	
	

	INTERNSHIP
	Southern Minnesota Regional Legal Services

	October  to
December 2010
	Drafted letters; faxed forms; made copies; scanned documents; entered information into database; handled client interviews; attended hearings; researched laws and cases; organized documents.

	

	EXPERIENCE
	

	May 2008 to 
October 2010
	Old Country Buffet, Rochester and Roseville, Minnesota
Cashier/ Host/ Service Assistant
Handled up to $1,000 in transactions per shift; greeted and sat up to 330 customers per shift; created healthy environment for customers; and maintained positive public image.

	

	[bookmark: _GoBack]June 2011 to August 2012
	Charter Communications, Rochester, Minnesota
Broadband Technical Specialist
Professionally, accurately, and effectively handle in-bound calls from customers requesting: video and internet connectivity troubleshooting, changes to customer records, and billing inquiries. 

	

	VOLUNTEER
	Breast Cancer Walk, Rochester, Minnesota, September 2005-Present
Legal Day Clinic, Rochester, Minnesota, October 26, 2010

	

	HONORS /
AWARDS
	Varsity Letter for Dance Line, John Marshall HS, Rochester,    	Minnesota, March 2009
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