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Professional Summary
Quality-focused individual who goes above and beyond basic administrative tasks, excellent work ethic and strength in boosting company morale.

Skills
	· Inventory management
· Database management
· Appointment setting
· Advanced clerical knowledge
· Multi-line phone proficiency
· Spreadsheet management
· Filing and data archiving
	· Professional phone etiquette
· Excellent communication skills
· Articulate and well-spoken
· Customer service-oriented
· Flexible
· Excellent planner and coordinator



Work History
Office Manager, 02/2004 to 5/2013
Advocacy & Protective Services, Inc. (APSI) – Tiffin, OH

· Received and placed telephone calls to clients and prospective clients, and family members.
· Assisted in collecting information such as medical, legal and other records.
· Processed and filed all annual guardianship reports, motions and other annual reports to the court.
· Created mileage reports and time sheets in a timely manner.
· Maintained calendar and tickler system for managing annual court document preparation and filing.
· Screened telephone calls and forwarded them to the appropriate departments.
· Organized files for court reports, and other client records.
· Answered and directed calls using the multi-line switchboard.
· Organized envelopes, postage and mail correspondence for all clients.
· Created, indexed and maintained client files.

Administrative Assistant, 01/2002 to 02/2004
Lupus Foundation of Northwest Ohio – Findlay, OH

· Received and placed telephone calls to clients and prospective clients.
· Received and placed telephone calls to clients and prospective clients.
· Scheduled all appointment and consultations
· Created reports and managed databases.
· Answered and directed calls using the multi-line switchboard.
· Organized envelopes, postage and mail correspondence for all clients.
· Created, indexed and maintained client files.
· Entered new clients into company database.

Education
High School Diploma: College Prep, 1986
St. Wendelin High School - Fostoria, OH

Associate of Applied Science: Paralegal Studies, 2004
Brown Mackie College - Findlay, OH
· Coursework in Paralegal Studies
· 3.5 GPA
