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PROFESSIONAL SUMMARY

Dedicated Stenographer with over 5 years of experience in accurate transcription, document preparation, and

administrative support. Proven ability to maintain confidentiality while managing sensitive information. Skilled in utilizing

advanced stenographic techniques and technology to enhance efficiency and accuracy in reporting.

WORK EXPERIENCE

 Jan / 2022-Ongoing



Stenographer

Pineapple Enterprises Santa Monica, CA

1. Provided comprehensive administrative support, including document preparation and transcription services.

2. Reviewed and proofread documents to ensure accuracy and adherence to established protocols.

3. Managed correspondence and communications, ensuring timely and appropriate responses.

4. Coordinated departmental records, maintaining organized filing systems for easy access.

5. Assisted in creating and updating training materials for new staff.

6. Facilitated communication between various departments to enhance workflow.

7. Conducted data entry and maintained databases for tracking departmental activities.

 Jan / 2020-Jan / 2022



Stenographer

Summit Peak Industries Denver, CO

1. Served as Stenographer for the Operations Department, responsible for accurate transcription of meetings and

proceedings.

2. Established and maintained organized filing systems for departmental documentation.

3. Processed timesheets and verified accuracy of employee hours for payroll.

4. Typed and distributed standard operating procedures, ensuring all staff had updated versions.

5. Managed supply orders and inventory, maintaining adequate stock levels for the department.

EDUCATION

 Jan / 2018-Jan / 2020



Associate of Applied Science in Stenography

City College Seattle, WA

Completed coursework in advanced stenographic techniques and office administration.

SKILLS

Advanced Ms Office Suite

Skills

Document Management

Systems

Shorthand Proficiency Typing Speed

ACHIEVEMENTS

Achieved 98% accuracy in transcribing legal documents, ensuring compliance with court standards.

Streamlined the documentation process, reducing turnaround time by 30%.

Received commendation for exceptional performance in preparing detailed meeting minutes.
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