2810 Vera Cruz Dr., Grand Prairie, TX. 75052
817.209.4514
memaryme12@yahoo.com
Mary Lou Ramirez
Objective

I’m on a new adventure with all of my work experience to open doors to a different career & I’m  ready to take the world.
Experience

2007- 2009
Mitchell, Goff & Mitchell, LLP
Dallas, TX
Legal Receptionist\File Clerk
· Everyday morning operations with organizing filing & opening new cases
· Recorded all legal documentation for the office & storing older cases
· Assisted the Paralegal with Medical Request, Accounting projects.
2006-2007
Millennium Office Properties
Dallas, TX
Corporate Receptionist/ Admin. Assist
· Assisted Admin. w/ accounting, bank records ongoing projects. 
· Processed all lease documents for our own records & distributed to outside resources.
· Responsible for every day general office duties while giving a professional courteous welcoming via the phone or incoming visitors.
2005-2006
Colemont Insurance Brokers
Dallas, TX
Corporate Receptionist
· Heavy one on one client relationship
· Produced on Insured (client) for brokers for special projects.
· Responsible for incoming fax distribution, mail & over flow of income calls. 
2001-2005
Gaines Stanley’s Office
Dallas, TX
Receptionist
· Support for Office Manager, VP & President
· Maintained scheduled appointments for growing company of auto & print production corporation 
· Over all operations of restaurant, hotel & transportation reservations for client & employees logging in the 7 major cities & some international
Education

2010-2011
Dallas Institute of Funeral Science
Dallas, TX
· ASSOC. Funeral Director
Interests
Doing Community Work with Volunteering for different centers 
Reading

Continuing my education.
