Tammy Brown

3003 Windchase Boulevard, #306

Houston, Texas  77082

Home:  (281) 556-8041 / Office:  (713) 220-3933

	March 2001 – Present
	Andrews & Kurth, L.L.P.

Houston, Texas

Legal Secretary - Tax; Public Finance

	
	

	
	Duties include typing and editing documents; drafting transmittal correspondence; scheduling meetings and conference calls; attorney time entry; calendar entries; billing; payment of invoices; opening and maintaining client files, research files and form files; travel arrangements; general administrative duties.



	August 1988 – 

March 2001
	Mayor, Day, Caldwell & Keeton, L.L.P.

Houston, Texas 

Legal Secretary - Public Finance; Tax; Corporate

	
	

	
	Duties included typing and editing documents; drafting transmittal correspondence; scheduling meetings and conference calls; attorney time entry; calendar entries; billing; payment of invoices; opening and maintaining client files, research files and form files; travel arrangements; general administrative duties.  The attorneys that I was working for in the Public Finance section moved to Andrews & Kurth in March 2001, and I went with them.

	
	

	November 1987 – 

May 1988
	Mariner Hotel Corporation

formerly in Houston, Texas

Secretary to General Counsel

	
	

	
	Typed; filed; drafted transmittal correspondence; scheduled meetings; contacted hotel managers and employees to investigate lawsuits, claims and complaints filed by guests and prepared memos to the files summarizing investigations; maintained contact with outside counsel regarding status of lawsuits.  Mariner relocated to Dallas, May 1988.

	
	

	May 1984 – 

November 1987
	Gemcraft Homes

Houston, Texas

Secretary / Legal Assistant

	
	

	
	Began as secretary for General Counsel, one staff attorney and one paralegal in small legal department.  Duties consisted of filing, typing, answering phones, maintaining files.  Promoted to Legal Assistant in May 1986 for growing legal department.  As Legal Assistant, I was responsible for maintaining contact with homeowners and outside counsel regarding homeowner lawsuits and claims; visiting homes and building sites with engineers and project managers to photograph and evaluate homeowner complaints regarding structural and construction problems; preparing summaries for in-house and outside counsel regarding inspections; attending depositions with staff attorneys; maintaining monthly report summarizing status of pending lawsuits and claims; researching and gathering information and documents in response to Requests for Production.  The company was in the process of dissolving when I left.

	
	

	October 1983 – 

April 1984
	Larry Mason Lee, Attorney at Law

Houston, Texas

Legal Secretary

	
	

	
	Performed general legal secretarial duties for two associates practicing in general civil and business litigation, family law, and personal injury.  The firm dissolved in 1984.

	
	

	June 1981 –

October 1983
	Systems Application Engineering, Inc.

Houston, Texas

Secretary / Word Processor

	
	

	
	Duties included heavy typing/revision of proposals and plans and assembling proposals; ordering all coffee bar and office supplies and maintaining the office supplies room; delivered mail; collected monthly expenses from all office personnel and figured expense reports.  I left to pursue employment in the legal field.


EDUCATION:

1981, Dulles High School, Stafford, Texas

SKILLS:

Microsoft Word 2000; Microsoft Word 97; PC Docs; iManage; Carpe Diem; Microsoft Outlook 2000; Internet Explorer; dictaphone

CIVIC ASSOCIATIONS:

Active member of Houston Livestock Show and Rodeo (since 1997); current member of the Directions and Assistance Committee; former member of the Rodeo Express Committee
HOU:649831.3 

