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ALBANIA REYES

29
533 Moonachie Road Apt | L/ V\ Z \2

South Hackensack, New Jersey 07606
Telephone: (201) 362-1817 -

E-mail: Albania.ReyesZ.‘&@gmail.co—@

OBJECTIVE
To acquire a position where my previous experience can be utilized for the benefit of the company and where
advancement can be realized for my initiative, imagination, creativity and diligence.

WORK HISTORY

Jan 2003- Present Legal Secretary 11, Office of the Public Defender, Hudson Region, Jersey City, NJ
Prepare court correspondence for assigned attorneys, as well as prepare certifications, motions, and subpoenas.
Responsible for ordering all discovery for corresponding cases. Submit investigation requests, at assigned attomeys’
advisement to the Investigations Unit. i

Senior Clerk Typist, Office of the Public Defender, Hudson Region, Jersey City, NJ-
Handled invoicing for over 27 pool attorneys, process paperwork related to file closing and appeals. Responsible for
reassigning cases when conflict of interests arise, and assign them to pool attorneys. Prepared Appearance of Counsel
for these reassignments. Assisted my Supervisor with new client applications (5A). Performed research utilizing the
New Jersey Judiciary Data Center (ATS/ACS systems). Assisted in reception duties. Translated Spanish written
documents to English, and serve as an interpreter, when needed. Ordered transcripts and discovery available pertaining
to the cases being handled by attorneys assigned to me.

Clerk Typist, Office of the Public Defender, Bergen Region, Hackensack, NJ
Handled invoicing for over 30 pool attorneys and processed paperwork related to file closings and appeals.
Responsible for the Violation of Probation court schedule, and Invocation of Rights forms for all the new files.
Assisted my supervisor with new client applications (SA) and their Appearance of Counsel forms, when needed.
Performed research utilizing the New Jersey Judiciary Data Center (ATS/ACS systems). Assisted in reception duties.
Translated Spanish written documents to English, and served as an interpreter, when needed. Coordinated
attorney/client video conferences.

July 2018- Present Beer-tender, Delaware North -Metlife Stadium, East Rutherford, NJ
Tend to guests. Comprehensive knowledge of operational duties, such as handling incoming inventory, and pricing of
goods. Knowledge of POS (Point of Sale System).

Nov 2014- June-2018 Bartender, The Venetian Catering and Special Events Garfield, NJ
3+ years’ progressive experience in diverse bar settings (conventions, private events, etc.), Highly skilled in mixing,
garnishing and serving drinks in keeping with bar’s specifications. Comprehensive knowledge of inventory on hand,
drink mechanics, and drink pricing. Ability to keep the bar organized, stocked and clean, Provide customer service to
guests in selecting menu items. Work well in fast paced environments. Responsible for maintaining inventory, as

necessary.

July 2014- August 2016 Safety Services, MetLife Stadium, East Rutherford, NJ
Administer crowd management at venue by making sure all guests comply with MLS rules. Responsible for
memorializing incidents that take place within the venue.

SKILLS/ CERTIFICATIONS

Proficient in handling most office equipment.
Bilingual: Spanish and English

New Jersey Public Notary

Good Interpersonal and communicational skills
TIPS Certified

EDUCATION
Bergen Community College, Paramus, NJ — May 2013
Bergen County Technical School, Hackensack, NJ - June 1996
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