nicholas m. kelly
	8825 Olympic drive; bridgeview il 60455

	PHONE: 010-8573-4491 

Email: reposado420@gmail.com


 

              
EDUCATION
2005-2009               University of Illinois at Chicago                Chicago, IL
1. Pre-Law 
2. Psychology Major
3. Philosophy Minor
4. 3.0 GPA
 
RELEVANT EXPERIENCE
August 2010- Present

Ribet Academy Global Leaders School
    Busan, South Korea

English Teacher

1. Currently teaching English to kindergarten students.

2. Currently teaching English to grades 1 through 6 in Reading, Grammar, Vocabulary, Reading Comprehension, Math, Science, Listening, and Conversational practice. 

3. Responsible for lesson planning, grading, and all other administrative requirements.

June 2009- June 2010                            Korea Poly School


     Pohang, South Korea

English Teacher
1. Taught English to preschool students.

2. Taught English to grades 1 through 6 in Reading, Grammar, Vocabulary, Reading Comprehension, Social Studies, Science, and Listening. 

3. Responsible for lesson planning, grading, and all other administrative requirements. 

4. Lead school wide assemblies when necessary. 

August 2005 – June 2009                      Law Offices of Greenbaum and Leavitt               Chicago, IL
Paralegal
1. Compose original correspondence to clients, other attorneys, and government offices.
2. Draft and edit dictated correspondence to clients, other attorneys, and government offices.
3. Monitor, track and follow up on documentation, case files or other assignments to ensure appropriate timelines are met and action completed.
4. Interact with clients and attorneys with professionalism on a daily basis. 
5. Organize cases by conducting legal research and preparing the proper legal documents. 
6. Filed and served all legal documents with the courts and opposing counsel.
7. Appear in Court in order to obtain new or reschedule court dates.
8. Responsible for making follow up phone calls. 
9. Handle tenuous and often delicate situations with professionalism and patience.

 
June 2005-August 2005                         Cardiology                                                              Oak Lawn, IL 
Data Entry Clerk 
1. Establish and maintain logs, filing, and recordkeeping systems and ensure that all records are complete, accurate and up-to-date.
2. Perform data entry and maintain various computer databases.
3. Photocopy documents, collate, assemble, and distribute materials.
4. Assist with special projects as assigned.
5. Operated office machines, such as scanner, fax, and copy machines.
 
 
COMPUTER SKILLS
1. Skilled in Microsoft Office programs such as Word, Excel, PowerPoint and Outlook
2. Organizational databases and bill payment, particularly Timeslips and similar programs.
3. Extensive experience with web based forms, databases, and governmental websites.
4. Ability to quickly learn and retain new programs.
 

OTHER SKILLS
1. Self motivated and responsible.  
2. Detail oriented; careful and patient.
3. Sophisticated communication and customer service skills.
4. Notary Public of the State of Illinois.
 
 

