	Desired Industry: Legal
	SpiderID: 41118

	Desired Job Location: New York, New York
	Date Posted: 8/4/2010

	Type of Position: Full-Time Permanent
	Availability Date: 08/05/2010

	Desired Wage: 35000
	

	
	U.S. Work Authorization: Yes

	Job Level: New Grad/Entry Level
	Willing to Travel: Yes, 50-75%

	Highest Degree Attained: Bachelors
	Willing to Relocate: No




Objective:
To obtain an entry level position that will allow me to utilize and expand my skills while actively contributing to the success of the organization. 

Experience:
Robert Hadley Associates, Inc., 286 Madison Ave, NY June 2009-Present
Legal Recruiter, Paralegal Support Staff
• Managed PC Hunter database to generate information on local paralegals, firms, and job orders posted
on online job markets or law firms websites.
• Ran searches for clients seeking paralegals with specific skills. This required making cold calls to paralegals, legal assistants and legal secretaries, pitching potential job opportunities, and updating their personal profiles and statuses.
• Assisted with in-house consultations, prior to sending candidates to law firm interviews. 
• Participated in a variety of tasks to ensure a smooth running office, including mail, errands and phones.


New York State Attorney General’s Office, 120 Broadway, NY June 2008- June 2009 
Consumer Protection, Internet Bureau: Legal Aid /Intern 
• As point person, worked with public to advise them of their rights and inform them of internet regulations. 
• Mediated disputes between consumers and businesses toward a peaceful resolution, or redirect toward appropriate area, requiring knowledge of overall office structure. 
• Filed incoming submissions on Attorney General’s SilverCase database; generated documentation for fraud victims; maintained electronic files including the investigation and evidence records.


Education:
Fordham University, Rose Hill, Bronx, NY 2010
Bachelors of Arts: Political Science major, Classics minor, pre-law concentration 
Capstone senior project: Spring 2010


Skills:
• Proficient in Latin, some knowledge of French. 
• OSX for Apple computers, Microsoft Office operators for PC, Word /Excel/PowerPoint, Letter Merge, 
PC Hunter and SilverCase databases. 
• EU/Irish citizenship; seasoned traveler: US, Europe, and Central America. 


Reference:
Available upon request. 

Candidate Contact Information:
	JobSpider.com has chosen not to make contact information available on this page.
Click "Contact Candidate" to send this candidate a response.


