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Seeking a Position as an Immigration Paralegal/Legal Assistant  
Education
	

 
	Georgetown University	Washington D.C.
	Certificate of Paralegal Studies	January 2010

	Cornell University	New York, New York	
  	Bachelor of Science	May 1990 
 	Business Management and Marketing
Work Experience



	ABC Company, LLP	750 Chain Bridge Blvd. 
		Mclean, VA  22102 
	Business Immigration Paralegal 	September 2005 – April 2006
	September 2006 – January 2007

· Drafted, revised and finalized USCIS and DOS forms along with supporting documents for non-immigrant and immigrant petition and application filings
· Translated documents from Spanish to English: employee resumes, employee job offer contracts with employers and e-mail correspondence.

Carlos Rosario International School	1100 Harvard St., N.W.
											Washington, D.C. 20009
GED Instructor in Spanish					September 2006 – September 2007
· Taught Comprehensive GED Preparation in Spanish in an Evening Program to newcomer immigrant students preparing them to pass the GED Test consisting of Literature, Grammar, Math, Science, and History.

Skills


	Computer and Language Skills 
· Working Knowledge of Immigration Case Management Systems:
· BlueDot, Immigration Tracker, AMICUS, INSZoom  
· Microsoft Office Suite (Word, Excel, PowerPoint, Outlook, Access) 
· Visual Basic Programming, Internet Explorer, Netscape 
· Type 50-60 WPM, Computer Literate 
· Fluent in speaking, reading and writing Spanish
· Conversational in French

	Other Skills
· Very determined, passionate, and understanding towards a position helping immigrants as I am a first-generation American, child of immigrants.

	

