
Nanette J. Friedman





C (516)445-5795      nanettejoy@gmail.com
Education

Binghamton University: Harpur College of Arts and Sciences

     

Bachelor of Arts, May ’05 
Double Major: Philosophy, Politics and Law / History

Old Dominion University: Darden College of Education


              MS in Education, May ’11


Secondary Education-Social Studies





Skills
Quickbooks, Microsoft Office Word, Excel, Outlook and Powerpoint, Rapatoni Magic, Data Entry, Shipping and Receiving, Scheduling, Recruiting using Craigslist, Interviewing, Training 

Volunteer Work
Girl Scouts of Nassau County, Merrick, NY




September ‘06-June ‘08

Cadette Troop Leader, Troop 2545

            

Work Experience

Dynamic Manufacturing, Norfolk, VA 

Office Assistant
 







January ’11-June ’12
· Assisted with Accounts Payable and Accounts Receivable, received payments in Quickbooks, reconciled credit cards, processed expenses.
· Sold tow truck parts and shipped them to customers, invoiced, ran credit cards and answered questions.
· Ordered parts from vendors and created Purchase Orders.
· Implemented safety policies, procedures and trained in adherence to OSHA guidelines.
· Entered 20 years of warranty files into an excel spreadsheet.
· Assisted the President and Vice President in various office tasks, including hiring and training new staff. I also booked their travel occasionally.
Norfolk Botanical Garden, Norfolk, VA





Tour Guide-Seasonal 







March ’10-June ’12
· Led tours of the Garden while driving a biodiesel tram, speaking about plants around the garden.
· Drove a pontoon boat while giving tours on wildlife and protecting watersheds.
· Led walking tours on topics like bald eagles, roses, azaleas and hydrangeas.
Garden of Lights Assistant-Seasonal





October ’10-January’11
· Set up Garden of Lights show until it opened and took it down in January
· During Garden of Lights, maintained the show, escorted trams and made sure everything ran smoothly
Organization Management Group, Chesapeake, VA

Education Member Support Specialist, Alpha College of Real Estate

October ‘08-March ’10

· Provided administrative and customer service support for member activities, programs and classes
· Provided members with necessary information regarding licenses, continuing education, and renewal
· Processed correspondence courses, graded and administered tests, prepared certificates.
· Processed class registrations, posted and reconciled cash receipt batches.
JAMS The Resolution Experts, New York, NY





Case Manager








February ‘07-June ‘08

· Expertly convened and administered complex Mediations and Arbitrations of all case types
· Partnered with Neutrals in all aspects including marketing their business, assisting with writing bios, etc.
· Displayed proficiency in Case Management software by scheduling calendar time, reserving conference rooms, billing clients, collecting payment, keeping notes
· Managed the incoming Arbitration Demands in New York , which included reading and interpreting contracts, handling objections and assisting the clients in selecting an arbitrator
· Provided information regarding the Arbitration process and the JAMS rules to clients 
· Mentored other associates on Case Management software, company policies and Arbitration information

