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      Christine A

      
        Facilitator Extraordinaire
        
        
        
        
        
        
        
        
      

      

    

    	
            Occupation:

            Executive Secretary
          	
            Location:

            
              Oakford, IL
            
          	
            Education Level:

            Associate
          	
          Will Relocate:

          No
        


  

  






  Description

  
    High energy
Positive Attitude
Experienced
Exceptional organizational and communication skills 
Strong time management
Excellent problem solving skills


  

  

  

  

  

  

  





  Accomplishments

  
    Highlights:

    Employee of the Month, 1999 
Award of Excellence, 2000
Outstanding Acheivement Award, 2001
    
      Companies I like:

      Microsoft, General Electric, Philips, Comcast

    
  

  

  

  

  
    

    Keywords

    
      	Event Coordinator
	Office Manager
	Administrative Project Manager
	Manager of Store Communications


    

    
  

  
    

    Responsibilities

    
      Provided calendar, travel, expense reports and general support for the group managers and other attorneys.
Supported Matter Management research and new Vendor applications.
Invoice approval and researched invoice issues.
Assisted with copyright and trademark applicaitons and registrations.
Helped maintain sharepoint web sites.
Coordinated morale events and group meetings.
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