
Celine S. Noh
6017 North East 2nd Street    (    Renton, WA 98059    (     206.753.9450    (    Celine.noh@gmail.com
Education
Seattle University, Seattle WA







    
          
Bachelor of Arts and Science, Criminal Justice







            


Professional Experience

McKinley Irvin PLLC





                                       
 
        Office Assistant

Seattle, WA










            2009-Present
· Manage incoming phones call while efficiently handling multiple tasks
· Set up and maintain files
· Close/Archive files and update file log
· Handle general administrative tasks
Park Chenaur & Associates Inc., P.S.      

                                          Legal Assistant/Junior Case Manager
Federal Way, WA








       

  2004-2008
· Conducted client intake interviews

· Gathered records and pertinent client background information 

· Prepared court reports/files

· Managed case files

· Drafted and negotiated settlements

· Worked on individual cases with minimal supervision

· Provided assistance to lawyers in preparing and updating litigation cases

· Abstracting depositions

· Handled general administrative tasks

· Demonstrated talent for quickly learning new tasks 

· Completed assignments ahead of schedule while maintaining a high degree of accuracy.

JEI Learning Center







     
               Private/Group Tutor
Bellevue, WA









       
                2001-2005
· Private, one-on-one tutoring
· Taught sessions to a class of ten students and more

· Organized and managed files and paper work 

· Managed center with minimal supervision
· Demonstrated talent for quickly learning new tasks

Cascade Garden Restaurant 






           

                    Waitress

Issaquah, WA








                                            2000-2001

· Practiced customer service
· Served and communicated with customers
· Assisted and handled food service
Express Fashion, Inc. 








                      Sales Associate
Redmond, WA










    
            2000
· Assisted customers
· Handled customers needs and inquiries

· Assisted co-workers in generating sales


Community Service & Activities
Seattle Milal Mission Group, Seattle, WA, Volunteering Teacher, 2006 to present

St. Andrew Kim Catholic Church, Seattle, WA, Korean Tutor, 2008 to present

   
   



Special Skills
Languages

· Fluent in English and Korean 

Computer Skills
· IBM and Macintosh formats
· Microsoft Word, Excel, PowerPoint, & Office
· Westlaw and Lexis/Nexis






