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		P.O. Box 8974, Gurnee, IL 60031224.475.8349karrenpratt@gmail.com
	Objective

	My goal is to utilize my skills to my full potential in managing the daily operations of administrative support, exceptional customer service and interpersonal skills.

	Experience

	May 2013 – present                               RE/MAX Center				      Grayslake, IL
Office Assistant (Part Time)
· Entered listings and closings into Top Producer 8i and MLS.
· Filed paperwork from past clients according to last name and/or address.
· Faxing, coping, scanning, putting together packets for new clients, sending emails to potential buyers, answering phones and taking messages


	October 2007 – October 2012
	Kraft Foods/Mondelēz
	Northfield, IL

	Senior Administrator, Compliance and Integrity, Legal
· Scheduled meetings, found conference rooms, made travel arrangements, distributed mail, and expedited expense reports.
· Tracked worldwide live attendance training in Excel.
· Tracked, scheduled and set out Records Management policy for employees to get signed up for Iron Mountain Connect.
· Project Management of new intranet and past employee records.
· Indexed legal hold documentation.
· Helped develop and manage the Kraft Foods/Mondelēz Policy Center.
· Organized and managed Corporate and Legal Affairs Records Management Clean Up Days yearly.
· Assisted in data entry of personnel files to expedite Morton Grove move.
			

	

	January 2005 – May 2007
	Lake County Sheriff Department
	Waukegan, IL

	Corrections Officer
· Maintained a daily log of inmate’s movements inside and outside of the general housing units.
· Transported inmates to and from various locations (i.e. school, court, etc.)
· Provided information on inmates to outside agencies
· Forwarded paperwork to the courts and outside agencies.

	

	October 2003 – November 2004
	Bethany United Methodist Church
	Highland Park, IL

	Secretary
· Answered incoming calls, typed and printed letters, documents, weekly church bulletins, monthly church and school newsletters.
· Helped schedule and set up church and school fund raisers
· Provided aide to teachers in the classrooms, at lunch, and picked up students from the bus stop.

	

	December 2002 – October 2003
	Abbott Laboratories
	Abbott Park, IL

	Legal Secretary
· Drafted routine correspondence and memoranda as necessary.
· Scheduled meetings, made travel arrangements, and completed expense reports.
· Maintained calendars for two attorneys and organized training sessions.
· Filed, copied, and answered phones on a daily basis






	May 2000 – December 2002
	Hewitt Associates (Now known as Aon)
	Lincolnshire, IL

	Administrative Assistant
· Recorded all calls received by customer service representatives for review by the quality support staff.
· Coordinated and scheduled training facility on an as need basis.
· Prepared outgoing messages for online clients and submitted monthly call reports.
· Maintained files/screened documents to ensure the accuracy of the information.
· Scheduled meetings and took meeting minutes, prepared documents and power point presentations .




	Education

	2000 - 2013
	College of Lake County
	Grayslake, IL 

	AA, Criminal Justice
2009
Meeting and Event Planning Certification



	Technical Skills



High proficiency in Microsoft Word, Excel, Power Point, Access, Outlook, and Project
High internet proficiency
SharePoint
Notary Public



