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Tracy C. Phelps

	Objective
	Hard-working, resourceful, self-starter seeking to bring skills learned and abilities to entry-level position with law firm or corporation

	Education
	2001-current
Sinclair Community College
Dayton, Ohio 

Legal Assisting 
· Working toward Associates degree in Legal Assisting
· Completed most required coursework including all legal research and writing courses and coursework in the following specialty areas: bankruptcy, family law, probate, internet legal research, worker’s compensation, social security, contracts and real estate.

· General Education courses completed that would be helpful: 2 semesters of accounting, 2 semesters of computer courses for Word, PowerPoint, Excel, and 1 semester of Access, also English and business math. 
· Coursework in the legal assisting program still needed to graduate would only be Ethics and two semesters of internships  
1981-1984                         Wright State University                   Dayton, Ohio 

English         
· Earned B.A. in English from Wright State University, emphasis on research and writing
· Earned teaching certification and completed some graduate work

	Interests and activities
	Reading, writing, law, animals, exercise

	Work experience
	2001-2003
KeyBank National Association
Dayton, Ohio 
Internal Customer Service
· Incoming call center, assisted branch offices with online, company intranet search engine for information regarding company policies and procedures, answered questions related to navigating company systems, resolving external client account and loan issues, some legal issues 
1998-2003                       J.C. Penney                                       Dayton, Ohio 

Sales

	
	· Sales position: meet with customers, one-on-one interaction to assist with purchases and technical issues 
1997-2001                      Metlife                                                Dayton, Ohio 

Customer Service

· Incoming call center, assisting both external and internal clients (field sales representatives) with policy changes and issues, issuing documents to customers, billing issues, dispute resolution

	References
	Will be furnished upon request


