STEPHANIE GRANADO
912 MacClesby
Channelview, Texas  77530
(281) 457-2090 


OBJECTIVE:	To obtain a legal secretarial position where my skills can be utilized with full opportunity for growth and advancement.


EMPLOYMENT:

03/96/ - Present	GARDERE WYNNE SEWELL, LLP
			1000 Louisiana, Suite 3400
Houston, Texas 77002-5007
(713) 276-5500

Position: Litigation Secretary
Duties:  Provide litigation secretarial support for two Associates.  My 		responsibilities include routine correspondence, phone conferences with 	clients, courts and attorneys, assisting in trial preparation (including 	preparation of trial notebooks), drafting routine discovery responses and 	various pleadings, docketing, transcription.

02/88 – 03/96		PANNILL, MOSER & BARNES
			909 Fannin, Suite 4050
			Houston, Texas 77010-1010
			(713) 659-8090
			
			Position: Oil & Gas Secretary/Receptionist
			Duties:  Secretary to one attorney; typed legal documents; record attorney 				time; library organization, filing of all documents for the firm, organize 				well files, overflow paralegal work; light dictation, answer phone, order 				supplies for the firm.

05/87 – 08/87		ARLING D. SMITH CO.
			100 Jackson
			Houston, Texas 77002
			(713) 223-1179

			Position: Secretary/Receptionist
			Duties: Typing; filing: answer telephones.


EDUCATION:

			Northshore High School –Graduated 1987
			National Association of Legal Secretaries
			Legal Secretarial Course – 1990

SKILLS:

			Typing approx. 70-75			Transcription
			Word Perfect for Dos			Groupwise 5.0
			Word Perfect for Windows		Ms Word
			Word Perfect 7.0			
			Carpe Diem Time Entry


· Excellent spelling and grammar skills
· Pleasant personality
· Proven ability to work well under pressure with emphasis on priorities as well as ability to be flexible and adaptable to any given situation.
· Outstanding background as a seasoned secretary with a proven record of excellent work habits and a keen knowledge of legal procedure.



*References available upon request.
