
Michelle Stewart
1213 North Taylor Street
Philadelphia PA 19121

267-636-3629
Stewartroshella18@yahoo.com

EDUCATION
Diploma, 2005 - 2009
Benjamin Franklin
5550 North Broad Street Philadelphia, PA
Major Hotel Management 

Professional Experience:

08/2018 to Present Center City Legal Reproductions Philadelphia, PA   

Data Entry Clerk, 

• Input records such as medical, insurance records, radiology, records on CD, no record 
statements and downloading records from copy services/faxes for litigation purposes.

• Checking the records being entered ensuring they are on the correct person, along with 
the checking of the DOB and SS#, etc.

• Follows-up with appropriate parties to resolve questions, inconsistencies, or missing data.

• Trained new employees on insurance records on CD, radiology on CD and film.

• Made phone calls to locations to find out the status of the subpoena sent out requesting 
records.

05/2017-08/2018  Margolis Edelstein Law Firm Philadelphia, PA

Mailroom Clerk

● Handle incoming mail by receiving and distributing it to the correct recipients

● Make copies of office documents and distribute them

● Operate office machinery such as USPS post Machin and copiers

● Maintain and order office supplies

● Receive incoming calls and provide appropriate information

● Determine correct postage and keep appropriate records of mail production

mailto:Stewartroshella18@yahoo.com


● Ensure that all outgoing mail is appropriately handled and mailed out in a timely manner

08/2012 – 05/2017 University of Pennsylvania Philadelphia, PA
Mail Room Clerk

 Responsible for all incoming packages
 Used outlook to inform students via email that package have been delivered  
 Sorts mail in individual mailboxes 
 Lifts incoming and outgoing boxes and packages.
 Customer service, able to work in a fast-paced production environment.

References: 
CCLR Kim Briddell 267-9545758
University of Pennsylvania Linda Bracey 215-768-9791 
Peters Cleaners Marie Swanson 215-787-0527


