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      Tiffany R

      
        Administrative/Clerical
        
        
        
        
        
        
        
        
      

      

    

    	
            Occupation:

            Legal Secretary
          	
            Location:

            
              Marlton, NJ
            
          	
            Education Level:

            High School/GED
          	
          Will Relocate:

          YES
        


  

  






  Description

  
    Fast Learner, Dependable, , Good Attendance Record, Fast and Steady worker, Multi-task, Organized, Eye for detail, Team Player, Competent, self-disciplined, 

  

  

  
    

    Work Experience

    
      	COMPANY	POSITION HELD	DATES WORKED
	
            

          
	New Jersey Department of Transportation	

				(Confidential)

				/2000 - /2006


    

    
  

  

  
    Education

    
      	SCHOOL	MAJOR	YEAR	DEGREE
	
            

          
	Meadow View Junior Academy	No Degree	1999	
              
                High School/GED Degree
              
            


    

    
  

  

  





  Accomplishments

  
    Highlights:

    
    
  

  

  

  

  

  
    

    Responsibilities

    
      My major responsibilities in my current position are providing administrative support to four attorneys, which includes typing various legal documents, setting up hearings and conferences, etc, I also help with the spillover for other lawyers in my department.
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