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OBJECTIVE:

Dependable and detail-oriented professional seeking an opportunity to contribute strong organizational, communication, and multitasking skills in a supportive work environment. Experienced in handling documentation, managing priorities, and communicating professionally while maintaining accuracy, confidentiality, and reliability.    

SUMMARY OF QUALIFICATION:

· Experience in case management and client intake, including review, organization, and completion of documentation for legal and government agencies.

· Strong background in legal office support, communicating with clients, attorneys, judges, insurance adjusters, Workers’ Compensation doctors, and state agencies.

· Proven ability to research, review, and verify information to ensure accuracy, compliance, and timely processing of cases.

· Hands-on experience utilizing case management systems and databases, including the $TARS network.

· Skilled in preparing weekly reports, correspondence, and case updates while maintaining strict confidentiality.

· Excellent written and verbal communication skills, with the ability to interact professionally with diverse populations.

· Demonstrated time management and multitasking abilities, balancing multiple cases, deadlines, and responsibilities.

· Background in caregiving and customer service, bringing empathy, patience, and professionalism to client interactions.

· Self-directed and dependable, with experience working independently as well as within structured office environments.

PROFESSIONAL EXPERIENCE:
02/2024 – 04/2024
Delivery Driver
`


Instacart, Niagara Falls, NY 

· Provided timely grocery delivery services while managing multiple orders, routes, and customer requests in a fast-paced environment.

· Maintained high customer satisfaction through accurate order fulfillment, professional communication, and attention to detail.

· Demonstrated strong time management, reliability, and independent problem-solving skills.

· Handled digital platforms, payment processing, and customer communication efficiently.
03/2012 – 09/2012
Caregiver
                     

Private Client, Niagara Falls, NY
· Provided daily care and assistance to an elderly woman, ensuring safety, comfort, and emotional support.

· Assisted with personal care, meal preparation, light housekeeping, and medication reminders.

· Maintained patience, compassion, and professionalism while responding to changing needs.

· Built trust and strong rapport with client and family members.

12/1994 – 12/2010
Domestic Engineer
                     

Self Employed, Niagara Falls, NY

· Managed all household operations, scheduling, budgeting, and daily routines.

· Balanced multiple responsibilities while maintaining organization, structure, and consistency.

· Developed strong problem-solving, planning, and time management skills.

· Advocated for family needs and handled communication with schools, healthcare providers, and service agencies.

09/2006 – 05/2007
Assistant
                     

Law Offices of Robert M. Clyatt, Valdosta, GA
· Responsible for intake, review, and completion of all necessary tasks related to new client files.

· Conducted detailed review and research of case information to ensure accuracy and completeness.

· Communicated regularly with clients, attorneys, insurance adjusters, judges, and Workers’ Compensation doctors.

· Prepared and maintained weekly reports and tracked case progress.

· Managed confidential legal documents with accuracy and discretion.

· Ensured compliance with court and Workers’ Compensation Board requirements.
10/2005 – 05/2006
Benefits Coordinator
                     

Georgia Office of Child Support Services, Valdosta, GA
· Managed child support cases, ensuring accurate documentation and timely processing.

· Utilized the $TARS network to update records, track cases, and manage correspondence.

· Prepared official written correspondence and maintained detailed case files.

· Communicated with clients, courts, and internal departments regarding case status and requirements.

· Assisted with enforcement actions and compliance tracking.

· Maintained confidentiality while working with sensitive legal and financial information.
EDUCATION and TRAINING:
High School Diploma
Peru High School, Peru, NY

