Regina D. Sanders

2654 East 92nd Street
Chicago, IL 60617
reginadsanders@yahoo.com

773 440-4462

EDUCATION:


Roosevelt University
   5/2008

Chicago, IL

Bachelor of Professional Studies – Paralegal Certificate Program

EXPERIENCE:

9/2008 – 9/2010




South Korea

Teach English to elementary students, grades first through sixth at Dabnae Elementary School.  Prepare 11 different lessons weekly.  Create new ways of making English interesting to elementary students. 

9/2005 – 4/2007
Harris Bank

        
Chicago, IL
Executive Assistant

Employed as a temporary executive assistant for Salem Employment at Harris Bank in the Mergers and Acquisition Department until February, 2006 when the position became permanent. Calculated expenses, completed legal documents, letters and forms, answered phones, researched presentation material, generated copies, and sorted mail.  Coordinated travel arrangements and scheduled meetings.  Organized and planned staff meetings.
1/2002 – 5/2005
Aon Risk Corporation
Chicago, IL
Executive Assistant

Assisted the Director of Research & Analysis and supported lead analysts with numerous administrative and research projects.  Composed emails, calculated expense reports and bills, entered information into Project Manager.  Researched information and compiled reports from Bridge, Eureka, Factiva, OneSource, Bloomberg, and the Internet.  Assisted analysts with creating and editing PowerPoint presentations.  Filed, copied and faxed documents.  Ordered supplies, managed calendars and scheduled meetings.  Coordinated domestic and overseas travel arrangements for the director.

10/1999 – 12/2001
Salem Employment

Chicago, IL
Administrative Assistant

Employed as a temporary administrative assistant performing assignments at Harris Bank exclusively.  Typed, copied, filed and faxed letters memos, reports and various forms.  Answered phones, ordered supplies, compiled mailings and completed various secretarial projects.

11/1997 – 10/1999
 Jean Kripton, Inc.

Chicago, IL

Legal Secretary

Employed at law firms, such as, Defrees & Fiske; Winston & Strawn; Jenner & Block; and Sedgwick Detert Moran & Arnold.  Typed, copied, filed and faxed letters, memos, and legal documents.  Scheduled meetings, did travel arrangements and various secretarial projects.  
Software Skills:  

Microsoft Word, PowerPoint, Excel - 10+ years
Bridge, Eureka, Factiva, OneSource, Bloomberg, Project Mgr - 5+ years

Lexis, Westlaw, CaseMap, Summation, Concordance – 6 months
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