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SUMMARY

Legal Secretary with over five years in legal administration. Skillfully blends a diverse background in law with real-life experience to make rational and sound judgments and maintain high productivity and maintain strict confidentiality in legal matters. Highly organized and detail-oriented.

HIGHLIGHTS
	· Microsoft Word proficient
· Microsoft Excel proficient
· Drafting/Preparation of legal documents
· Filing documents at courthouse
· Exceptional communication skills
	· Typing 90 wpm
· Excellent proofreading skills
· Transcription/Dictation
· American Association of Notaries
· Highly organized
· Appointment setting



EXPERIENCE

03/2008 to Current
Executive Legal SecretaryRodenburg Law Offices, P.C. － Council Bluffs, Iowa
Mailed and arranged for delivery of legal correspondence to clients, witnesses and court officials. Organized and maintained law libraries, documents and case files. Photocopied all correspondence, documents and other printed materials. Maintained the master calendar for client appointments and court appearances. Composed and revised legal documents, including letters, depositions and court documents. Received and disbursed all incoming mail. Assisted in maintaining attorney personnel files with the utmost confidentiality. Proofed documents and submitted to attorney for review. Opened new client files and new matters in PC Law. Coordinated and scheduled meetings and telephone conferences. Recorded and monitored court appearance dates. Maintained office supplies by checking stocks and placing orders.

01/1993 to Current
OwnerHog Oiler Farms － Treynor, Iowa
I own 134 acres of corn/soybeans that I have custom farmed each year. I market all of my grain. I maintain accurate records in my farming operation.
01/1997 to 11/2007
Medical TranscriptionistHuff Typing Service － Treynor, Iowa
I have 10 years of medical transcription experience in various specialties of medicine.

EDUCATION
1997
Certificate of Completion: Medical TranscriptionAt-Home Professions － Fort Collins, Colorado, United States
Medical Transcriptionist
Business AdministrationNorthwest Missouri State University － Maryville, Missouri, 64468
