KAREN HENRY
8731 GRAVES AVE. UNIT 2      SANTEE, CA  92071   619-212-3666



EXPERIENCE
	SHUSTAK FROST & PARTNERS			                                       San Diego, CA
May 1999 to March 2013
· General office management and reception, including answering phones, filing,
photocopying and faxing
· Troubleshoot, phone, copy and fax machines
· Act as primary contact for various outside vendors
· Computer skills: General use of Microsoft Outlook Microsoft Word and Word Perfect
· Purchase office supplies
· Provide administrative support to attorneys and paralegals
· Handle daily mail shipping and receiving
· Coordinate work orders and other administrative matters with office and Building Management

PITNEY BOWES                                                                                           San Diego, CA
June 1991 to May 1999
· Provide in-house services to mid-size law firm
· Coordinate and perform copy requests
· Process and deliver mail, manage incoming and outgoing faxes
· Receptionist duties: answer telephones and greet clients
· Maintain and trouble-shoot fax and copy machines

GENERAL INFORMATION SERVICES                                                       San Diego, CA
April 1985 to June 1991
· Primary contact with public for small inspection company
· Answer telephones, schedule appointments, process mail, and perform general
secretarial duties

SPECIAL INTERESTS
	Hiking, ice skating, horseback riding, volunteering at church

EDUCATION
	UNIVERSITY OF SAN DIEGO                                                                    San Diego, CA
	Bachelor’s of Arts in History

	BROOKDALE COMMUNITY COLLEGE                                                     Lincroft, NJ
	Associate’s of Arts in Fashion Merchandising

References available upon request
