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      Glenda F

      
        Paralegal/Office Manager
        
        
        
        
        
        
        
        
      

      

    

    	
            Occupation:

            Paralegal
          	
            Location:

            
              Adamsville, AL
            
          	
            Education Level:

            High School/GED
          	
          Will Relocate:

          YES
        


  

  






  Description

  
    Litigation Paralegal with 23 years experience.

  

  

  
    

    Work Experience

    
      	COMPANY	POSITION HELD	DATES WORKED
	
            

          
	The Freese Law Firm	

				(Confidential)

				/2000 - /2007


    

    
  

  

  
    Education

    
      	SCHOOL	MAJOR	YEAR	DEGREE
	
            

          
	Maple Heights High School	Business	1977	
              
                High School/GED Degree
              
            


    

    
  

  

  





  Accomplishments

  
    Highlights:

    Have been doing paralegal work since 1985.
    
      Companies I like:

      Law Firms
Insurance Company

    
  

  

  
    

    Job Skills

    
      	Accountant	
	Excel	
	Access	
	Faxing	
	Filing	
	Copying 	
	Mail Distribution	
	Microsoft Office	
	Data Entry	
	Answering Phones	
	Internet 	
	Interpersonal Skills	
	Verbal Skills	
	Written Communications Skills	
	Telephone Skills	
	Faxing 	
	Meeting Planning	
	Calendar Management	
	Microsoft Office 	
	Office	
	Communication	
	Strategic Planning	
	Microsoft Office 	
	Bookkeeping	
	Presentation Skills	
	Business Writing Skills	
	Faxing	
	Filing	
	Copying 	
	Mail Distribution	
	Microsoft Office	
	Data Entry	
	Answering Phones	
	Internet 	
	Bookkeeping	
	Interpersonal Skills	
	Verbal Skills	
	Written Communications Skills	
	Telephone Skills	
	Faxing 	
	Meeting Planning	
	Calendar Management	
	Microsoft Office 	
	Training	
	Issue resolution	
	Personal Care Needs	
	Household Tasks	
	Technology Solutions	
	Leadership 	
	Innovation	


    

    
  

  

  

  
    

    Responsibilities

    
      Managing Office; Assisting Attorney with trial preparation
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