
ZELLASTEIN BROOKS

1967
to
2014

PhoneHome: (414)265-2946
Phoneceu:(414)587-6824
Email; lazell'SisbcBlobal.net

OBJECTIVE

Retued as a Legal Secretaiy, July 2014. I am seeking part-time employment
in an office setting, using the numerous ofBce/computer skills which I faave
acquiied over fhe past 46+ years.

PROFBSSIONAL EXPEKIENCE

LEGAL ACnON OF WISCONSIN, INC.

Trained legal secretaries in tfaeirjob duties, ordered office supplies,
maintain petty cash accounts for cBents, receptionist work, diafted
pleadiiigs, typed legal documents, notarize legal documents, copying,
prcparcd vaiious client reports, inaiatained clieat files, Sled legal
documents at MUwaukee County Courthouse, icfened client to various
other ageacies for serrices, receive office deliveries, seat and received
ofBce fiuces, ninnerous computer SkiUs. Woiked in our Senior Lsm Program,
which represents Seniors 60 years and older. Union Steward /35 years.

MYP^RSONAL COMPUTERSKILLS

Set up computers and printers, setup wireless network, add memory
to computers, upgrades computers, replace hard drives, mstall/replace
DVD pl^ers, baeked up computeis on extemal drives, trouble shoot
for computer problems. (I was trained by a prtvate tutur)

EDUCATION

Degree: Bacbelor ofScieace, in Education, Uoivcrsity ofWisconsia,
Milwaukee, 1977

Certificate of Completion: Professional Course for Legal Secretaries,
December, 1971

Certlficate ofAttainment: Clerk-GeneraI Office, 1965




