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skills
· Appropriately handle sensitive information
· Strong analytical and problem solving skills
· Confident communicator 
· Cooperative team player
· Resourceful

· Deadline driven

· Computer Skills: Research using LexisNexis, EBSCOhost databases | Intermediate: Microsoft Suite | Project management: Intermediate SharePoint & Microsoft Project
core competencies

	· Scheduling & Coordinating
· Writing & Summarizing


	· Case Preparation

· Space management
 
	· Group facilitator
· Multitasking & Prioritization




EDUCATION

                      Hostos Community College/CUNY Bronx, NY                                                                   
A.A.S. Degree: Office Technology, June 2016
Specialization: Administrative Assistant
Relevant Coursework:

Business Ethics • Business Law I • Principles of Management
Entrpreneurship
LEGAL EXPERIENCE
Law Intern |Thomas Law Firm PLLC |Bronx, NY|May 2015-June 2016
· Prepared closing letters for various clients. 
· Maintained accurate filing systems to ensure efficiency. 
· Entered and organized data using Microsoft Access. 
· Operated multi-line phones and directed messages to appropriate personnel. 
Administrative Assistant |Proctor & Gamble |Bronx, NY| January 2014-March 2015

· Facilitated weekly orientation sessions for 50 new employees.
· Researched and contributed ideas to improved company’s success. 
· Provided exceptional customer service and successfully resolved all complaints. 
· Tracked expiration of vendors contracts and renews as needed.


