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	EDUCATION
	
	
	

	Miami University
	Oxford, Ohio
	June 2001

	Bachelor of Science, Secondary Education, minor in Sociology.
	
	

	CERTIFICATIONS
	
	
	

	●
	CELTA
	(Cambridge Certification in English Language Teaching to Adults)
	December
	2014

	●
	Cambridge Grammar for Teachers (online course)
	November 2014

	●
	CBEST
	(California Basic Educational Skills Test)
	February
	2002

	EXPERIENCE
	
	
	

	Legalzoom Glendale , California
	September 2011 - August 2014

	Document Specialist
	
	


· Prepared and processed various legal documents, including: LLC and Corporation filings and ensured they met state standards. 
· Managed and coordinated nationwide third-party filings with timeliness and efficiency. 
· Served as a liaison between clients and the respective offices of the Secretary of State to verify compliance with state standards. 
Lindamood-Bell Learning Processes Pasadena , California
September 2009 - September 2011
Remedial English Clinician
· Train, mentor, and provide instructional feedback for newly hired clinicians 
· Provided clinical intervention and remediation in reading and comprehension for students with special needs. 
· Utilized research-based instruction aimed at strengthening underlying weaknesses in phonemic awareness, symbol imagery, and/ or concept imagery. 
· Provided continuous and simultaneous written instructional records of students and communicated progress accurately. 
· Consistently implemented behavior plans as directed by Consultants or DIrector. 
J.M. Keehn Accountancy Sherman Oaks , California
February 2006 - December 2008
Administrative Assistant
· Provided administrative assistance with calendar management, meeting coordination, and email correspondence to clients. 
· Performed additional daily support in daily office management, payment processing, and responding to a high volume of calls. 
SKILLS
· IPA (International Phonetic Alphabet) proficient 
· Proficient in the following programs: Microsoft Suite, Filenet, Salesforce, and Order Manager. 
· Mac/ PC and internet/ social media savvy 
INTERESTS
Playing and recording music, reading, and watching films.
References are available upon request.
