Christine Burosek

380 Wellington Lane

Darien, IL 55555

(xxx) xxx-xxxxx    Christine.burosek@att.net
Objective

Administrative Assistant Position which will challenge my abilities

Skills Profile

Communication, organization, and problem-solving skills

Microsoft Office, WordPerfect, Lotus, Excel, Quicken; Type 80 wpm

Bookkeeping, Dictaphone experience

Experience

Legal Administrative Assistant

2005–Present

Shapiro & Lemitz, Inc., Chicago, IL

Interview clients, open files, and draft & file petitions

Research legal issues

General bookkeeping

Independently manage office when partners are absent

Supervisor

2002–2004

Milestone Answering Service, Inc., Bensenville, IL

Revamped training program and reduced employee turnover

Trained and scheduled all operators

Programmed new accounts and updated existing accounts 

Resolved complaints and handled general office problems

Senior Tele-receptionist

1998–2002

Metropolitan Transit Corp., Oak Park, IL

Trained new and existing operators

Independently devised solutions to problems on third shift

Implemented customer service program resulting in fewer complaints

Earned bonuses for outstanding performance

Education

Associate of Applied Science

1996


College of DuPage, Glen Elyn, IL

