CYNTHIA WELLMAN KITURKES

18616 Hamann Street, Riverview, Michigan  48193

 (734) 934-6257 - Cell

E-mail:  ckiturkes@gmail.com

WORK EXPERIENCE
2/2014 to present
McKeen & Associates, P.C., 645 Griswold, 42nd Floor, Detroit, MI  48226




(313) 961-4400

Legal Secretary – full-time.  Medical malpractice law firm.  Duties include filing legal documents, scheduling depositions, tracking important deadlines, tracking record authorizations, screening phone calls.  Microsoft Word, Needles and internet used in performing duties.  Seeking other employment – prefer defense litigation.

2002 to 2/2014
Lupo & Koczkur, P.C., 44777 Hayes Road, Suite A, Sterling Heights, MI 48313



(586) 532-5000
Legal Secretary – full-time.  Practice includes product liability, premises liability, equine law, auto liability, insurance claims, property claims and personal injury. Duties include, typing correspondence and pleadings, faxing, scanning, e-filing, tracking important deadlines, recording time for billing, scheduling meetings and court hearings, screening telephone calls and filing documents.  Microsoft Word, Excel, Outlook, Laws and the internet are used in performing these duties.  Left employment to decrease travel time.
2000 -2002

Mazur Morgan Meyer & Kittel, PLC, 1490 First National Building, Detroit, MI  48226  

Legal Secretary – full-time.  Practice includes plaintiff work in nursing homes, asbestos, personal injury, medical malpractice.  The firm dissolved.
1999 – 2000

James F. Malinowski, Attorney, 20500 Eureka Road, Suite 313, Taylor, MI  48180

Legal Secretary – part-time.  Practice includes divorce, trust, real estate, probate.   Left his employ for full-time opportunity.
1997-1998

Castleman Eye Center, 14050 Dix Toledo Road, Southgate, MI  48195

Medical Transcriptionist – part-time.  Typed H&Ps, OR reports and medical consultation letters, filed patient charts and reports.   Due to reduction in work load, I was placed on an on-call basis.
1993 -1995

John F. Gilhool, 14290 Northline Road, Southgate, MI  48195

Legal Secretary – part-time.  Practice includes divorce, trust, real estate, probate.  I could not fill the need for a full-time secretary at that time and thus resigned my employment.
1976 – 1990

Harvey Kruse, P.C., 1050 Wilshire Boulevard, Troy, MI

Legal Secretary – full-time.  Practice includes personal injury, medical malpractice, product liability, auto negligence.  Resigned my employment after the birth of my third child.
SKILLS

Microsoft Word, Outlook, Excel, Needles.  I am confident that if given instructions, I could quickly become proficient at other programs.

