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Karina T. Galva
7931 Rush River Dr. Apt #18, . cA 9s831

Cell:91
Email: Karinagalvanl

Education: Madera South High School Class of 2010 - (Graduated {rith a Oiptoma) Sacramento
Sac CA (I|vy'.einr in Ar{min nf T-cri^- ,nl't D-^---+\

College -Sac, CA (Major in Admin. of Justice, 2012-present)

Skills: Solid Work Ethic, Great Communicator, Team player, ills, promotions
Adobe Photoshop, Proficient with the Federal Electronic Filing e Master, Amicr
Bilingual (Spanish & Enslish)

Marketing,
Adobe Photoshop, Proficient with the Federal Electronic Filing 

" 
M*t"r, Arnicus, S Word, Excel,

Bilingual (Spanish & English)

Professional Experience:
Eric Schwab Law Office: 555 University Ave, Suite 130, SqcramentQ CA g582i / (gt6)564-95SS
Supervisor: Eric Schwab (9 I 6) 5 64-9 S SS

Posi6on: Legal Assistant I On-Call
Job Duties:

(201 6)

Provides a wide range of administrative supportfor ottorn
Drafls pleadings, responses, and proof of services.
Knowledge in using Best Case/Cincompass Softwarefor all 

.
ur dislricts in Caldornia.

Draft necessary motions

o File documents using thefederal electronicfiling system.
c Calendaringcourtheartngs
c Responsiblefor checking court docurn
o file,send out appropiate letters.
o Prepares Jiles for attomey prior to me

ond performs receptionist duties when
o Automatedforms, letterhead and prep

Stones Gambling }Jall: 6510 Antelope Rd, Ci
Supervisor: James F. (9 I 6)7 I 7-6094
Position: Casino Host
Job Duties:

o Included Assisting Game Anendant , A
o Building and maintaining greot custo

new deals and promotions, Keeping

Promotion Group West: 151l Abbot Kenny -
Supervisor: Phil Ragland - (S I S)5 7 I -5924
POSi#^-. ,t--:-t^-a rr^-t-^. rt------,,/ r- h

Job

c Executingweekly recap reportsfor the Corporate Brandins 
fan.

Cqsino's
record keeping.



Union Bank: ZI08 N 9tfl00 Fresno, CA _ (10/l t _ 06/t2)
Supervisor: Kristine McCallaster _ (5 S g i 6_2200
Position: Bank Teller
Job Duties:

o Included cq.sh;o Assisting such
fraudulen

o C_oyducting a variety of ctutomer service tasks, includingo Informing customers about credit card promotions, trans
record changes.

705 W Pecan Ave, Madera CA_ (07/I
(5se)4r6_3622

Job Duties:
o Included handling conJidential informationo Preparing qnd maintaining high school transcripts and cto Communicating with students and parents; Responding to

References:

Ramon Johnson - FBI Agent - Cell:559_493-gg17 Email:
Barry Kalar - Crim Teacher - Work phone; 2g6_36g2x130g6 Email:
MaiaZamora- Regisfrar Madera South High School _ Cell:559-41

- 06/t t)

files.

and endorsements ; issuing
dis burs ements, c o ll ec ti ons. acaminingfor

viding account balances.

funds, tracking depos i* vQrrous

processing mail, entry andJilinq.


