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QUALIFICATIONS AND SKILLS
· Three years administrative experience in collegiate office environment.
· Professional customer service skills and effective oral and written communication skills.
· Proficient using Microsoft Office: MS Word and Outlook.

WORK EXPERIENCE
	AIRSERV CORPORATION	Atlanta,GA
	Airline Passenger Agent	2012-present
· Responsible for providing secure transport of special needs airline passengers to aircraft.
· Performs digital documentation to track and process work orders via AirCom and AirClic.
· Ensures equipment is in compliance with the Environmental safety and health manual.
		
	OGLETHORPE UNIVERSITY	Atlanta, GA 
	Financial Aid Clerk	2004-2007
· Managed the reception desk as initial client contact, answered phones, scheduled appointments,
· Performed electronic transmission of Free Application for Federal Student Aid in DATATEL database,
· Assisted the Financial Aid counselors with HOPE Scholarship/Grant residency and academic eligibility issues; assisted with the federal loan certification and fund disbursement process,
· Generated and processed  Financial Aid award letters and follow up forms for students,
· Maintained records to assemble and organize data and reports while insuring compliance with regulatory requirements,
· Supervised work study students.

COURT APPOINTED SPECIAL ADVOCATE	Atlanta, GA 
Child Advocate Intern (10 hours)	2005
· Attended child totality hearings.
· Reviewed permanent placement arrangements.

HOPEWELL & JACKSON LAW OFFICE	Atlanta, GA
Independent Contractor Paralegal/Office Manager	2003

Areas of Practice: Civil Litigation, Personal Injury, Family Law, Employment Law
· Initial client contact, prepared and maintained departmental files, informed client of case status,
· Performed legal research and drafted correspondence letters,
· Drafted, reviewed, and filed motions, pleadings, petitions at appropriate courts,
· Prepared visual displays to assist attorneys with trials.

Christian City Senior Facility, Union City, GA, Volunteer	2011-2012
Independent Contractor, Atlanta, GA, CNA	2007-2011
Toys “R” Us, Lithonia, GA, Customer Service/cashier	2008-2009
American Civil Liberties Union, Atlanta, GA, Volunteer	2007-2009
Borders Bookstore, Atlanta, GA, Cashier	2003-2004
Public Defender Office, Atlanta, GA, Paralegal Intern	2002
Xerox Business Services, Atlanta, GA, Docutech Operator	1999-2002

EDUCATION
	OGLETHORPE UNIVERSITY	Atlanta, GA
	B.A., Communications	2007

	GWINNETT COLLEGE OF BUSINESS	Lilburn, GA
	Legal Administrative Assistant Diploma	2002
	

		
