Nancy E. Illian

13240 Lantana Road
Crossville, TN 38572
931-788-5425 (Home)
metatauta@hotmail.com
Education

St. Michael High School, Jersey City, NJ

Jersey City State College, Jersey City, NJ

Work Experience

09/13-Present

Walmart Associate




Walmart




168 Obed Plaza, Suite 108




Crossville, TN 38555





Personnel:  Gloria White (931) 484-9745




Part-time: provide excellent customer service in a retail setting; assist customers with seamless





transactions; assist layaway department during holiday season.
10/11-Present

Legal Transcriptionist/Proofreader/Scopist




Part-time: transcribe, proofread and submit legal depositions, examinations under oath, 




court hearings and other legal documents as requested by court reporter clients.

6/10 – 10/11

Legal Secretary




Martin & Karcazes, Ltd.





161 N. Clark St., Suite 550





Chicago, IL 60601





Office Manager: Janet Miskus (312) 332-4550 x233 




(This Law Firm Closed Permanently in March 2014)


Full-time: assist foreclosure litigation attorneys; update court dates and courtesy copy dates on calendar; open, close and maintain client files; answer telephones; update monthly litigation report; circulate court filed notices daily; update new foreclosure cases on Law Bulletin website; follow up on returns of service with local process server; prepare recording of judicial sales deeds; create transmittal letters to clients regarding new foreclosure cases; request filing fees from  out of county or out of state clerks of court, sheriff offices; assist receptionist with various mailings as needed; assist law clerk by bringing motions to chancery division, delivering courtesy copies; delivering documents to process servers.
10/04 – 3/09

Legal Secretary




Goldberg Kohn Bell Black Rosenbloom & Moritz, LP





55 E. Monroe Street, Suite 3300





Chicago, IL  60603





HR Manager: Sherry Gini (312) 201-3952

Assist attorneys in Commercial Real Estate and Corporate Department: create and revise 
documents using Word with Styles; compare documents using Deltaview program; answer telephones; enter attorney timesheets into DTE program; transmit closing documents to clients via pdf or compact disc; arrange in-house meetings using Outlook appointment scheduler; enter new folders and inserts of closing documents into FileSurf program; take dictation using stenography or Internet Typist program; compile and submit expense reports and check requests; volunteer to assist with overflow work; perform various other office functions as requested.

10/01 – 7/04

Legal Secretary




Wilentz Goldman & Spitzer, PA




90 Woodbridge Center Drive





Woodbridge, NJ  07095





HR Manager: Doreen Marino (732) 636-8000


Assist Retired Justice of the New Jersey Supreme Court and a Senior Commercial Litigation Associate: create and revise memoranda, speeches, simple litigation pleadings and correspondence using Word without Styles; schedule meetings via telephone and e-mail; maintain confidential files for Committee for Professional Conduct and Committee of Attorney Ethics; volunteer to assist other departments with overflow work; perform various other office functions as requested.
References:

Available Upon Request

