RESUME OF ALANA LAW

	PERSONAL DETAILS
	

	Address:
	57 Silvester Street, WILSTON  QLD  4051

	Telephone:
	(07) 3356 1174

0412 026 569

	Date of Birth:
	3 June 1980

	Transport:
	Close to public transport


	EDUCATION
	

	Business College Certificate Course
	Certificate II in Business Operations (Legal)

The Office Business Academy

Brisbane

1998

	TAFE Courses
	Certificate II in Hospitality Practices

Bremer Institute of TAFE 

Ipswich

1996

	
	Certificate in Introduction to Hospitality

Lowood State High School

1996-1997

	Secondary Education
	Senior Certificate

Lowood State High School

1997


	EMPLOYMENT
	

	May 2000 – July 2003
	McCullough Robertson Lawyers

Property Legal Secretary

	Responsibilities
	Drafting and typing of legal correspondence, documents and forms for a consultant, senior associate and graduate

Liasing with clients in person and via telephone

Answering property department telephone calls

Point of contact for queries from other departments

Handling basic conveyancing matters

Dictaphone work

Entering timesheet information into CLO system

Sending and receiving emails

Organising Mail

Photocopying, faxing, binding and filing




	September 1999 – May 2000
	Candle IT & T Recruitment

Office Administrator

	Responsibilities
	Typing letters, contracts and resumes

Point of contact for interstate offices

Sending and receiving emails

Ordering of stationery

Constructing and proofing of weekly advertisement

Updating internet advertising

Balancing of petty cash account

Organising cheques for bill payment

Filling out requisitions for goods and services

Filing

Organising functions both intra-office and for clientele

Writing articles for national newsletter

	April 1999 – September 1999
	Candle I T & T Recruitment

Receptionist

	Responsibilities
	Answering busy switchboard (Telstra Commander System)

Compiling database of resumes

Collecting and distributing incoming mail

Franking and posing mail

Filing

	May 1998 – April 1999
	J A Sherwood & Co, Solicitors

Junior Legal Secretary/Receptionist

	Responsibilities
	Answering switchboard

Typing of correspondence, legal contract and documents

Outside clerk (filing and stamping of documents at the courts, Office of State Revenue and Department of Natural Resources)

Dictaphone work

Organising stationery

Mail

Filing

Organising cheques and petty cash


COMPUTING SKILLS

· Microsoft Word 95, 98 and 2000, Excel, Access and Outlook 4.0

· Powerpoint

· Internet and Intranet

· CLO (accounting system)

· Lotus Notes

· Adobe Products

(Typing speed in excess of 70 wpm with 98% accuracy)

REFERENCES

	Michelle Casey

Senior Associate

McCullough Robertson Lawyers

Phone: 07 3233 8875
	Lyndall Barnett

Senior Associate

Phillips Fox Lawyers

Phone: 07 3246 4000
	Wendy How

Previous Office Manager of Candle IT Recruitment

Phone: 0415 798 455


