Rae Meadows

12013 Champion Forest Drive

Houston, Texas 77066

(281) 893-1509

(713) 225-7132 (Confidential)
	EXPERIENCE:
October 1983 to Present
	Mayor, Day, Caldwell & Keeton, L.L.P., Houston, Texas

Legal secretary to Walter Keneally (partner) and Thomas Kurz (senior counsel) in the corporate and securities section:  Answer and screen telephone calls; draft, finalize and distribute correspondence; type, edit and redline various types of corporate documents relating to mergers, acquisitions, annual meetings, public offerings and filings with various state and federal agencies; transcribe dictaphone dictation; maintain attorney calendar; make flight, hotel and car reservations for out-of-town travel; enter attorney time; open new client files; organize and maintain client files; prepare invoices for clients; prepare attorney expense reimbursements; prepare audit response letters; schedule client meetings; and miscellaneous administrative and personal duties.



	SKILLS:
	Typing 80 + wpm

Microsoft Word 97/Windows NT/PC Docs

Microsoft Outlook 98

Microsoft Internet Explorer 5

Records Management System (RMS)

System 4 Web X (call allocation)

DTE SQL 6.2 (time entry)

Microsoft Excel 97

Wordperfect 5.1

Dictaphone Transcription

Good communication skills

Ability to work under pressure

Team player

Ability to multi-task



	PREVIOUS EXPERIENCE:
	Homemaker; substitute teacher for Silsbee Independent School District, Silsbee, Texas; teacher’s aide for Spring Independent School District, Houston, Texas; secretarial contract work in Houston, Texas



	EDUCATION:
	Jesse H. Jones High School

Graduated June 1960




