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SUMMARY

Word processors set up and prepare reports, letters, mailing labels, and other materials on a 
computer using a keyboard and word processing software.

SKILLS

Organizing Skills, Adobe Photoshop.

WORK EXPERIENCE

Asst. Word Processor
ABC Corporation  April 1994 – April 1998 
 Executed daily operations of typing patents.
 Self-taught Chemdraw, a chemical process construction program used for patents.
 Successfully handled proofing and typing patents.
 Troubleshoot, diagnosed, installed, upgraded, configured and repaired computer and network 

system components for the Legal Department.
 Designed insurance proposals for prospective clients and existing clients.
 Responsible for transcription, including letters and memos.
 Designed graphs for visual representation in departmental meetings.

Word Processor
ABC Corporation  1991 – 1994 
 95354 Supervisor Attn.
 Patricia Torres & Attn.
 Stacy Speiller (209) 526-1533 Duties I would send letters to clients reminding them of court 

dates and appointments.
 Would also send letters to clients advising them about the documents they are receiving, and 

advise them on what is being done or going to be done with their case.
 Have the duty of second receptionist as well.
 Therefore answer the telephone, calendar appointments, processing client payments, etc.
 Perform the clerical duties a receptionist would at a law firm when the receptionist is 

unavailable..

EDUCATION

BS in Accounting - (Wilmington University)
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