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	Objective
	
	

	
	
	Education

	Experienced transcriber with a persistent and strong eye for detail. Adept at finding bad clauses in contracts making sure that all necessary blanks are filled in on forms and establishing a strong working relationship with clients and associated parties. 
	
	REGENT UNIVERSITY

VIRGINIA

Bachelor of Arts – Contract Law

KEY SKILLS
Corporate and Business Legal Issues
Legal Writing
Civil Law
Document Filing
Case Analysis
Oral Debate
Commercial Litigation Experience
Efficient Researcher
Discovery Processes
Dispute Arbitration

	Experience
	
	

	2019-2022
Business Captioner/Transcriber, GoTranscript 
· Audited the work of other transcribers in the office and check for accuracy.
· Assisted in preparing captions and final documents for real estate closings and other kinds of standard cases.

 
2017-2019
[bookmark: _GoBack]Transcriber, NCC
 
Responsible for reviewing all real estate documents that came through the firm.
Assisted in developing criteria for evaluating documents at various stages of a real estate transaction.
Worked tirelessly to meet firm deadlines which meant many long weekends and holidays that were worked.
	
	

	



