




 

• ongoing SAP software training and updating courses 
 

2013 - 2018 
Admin. Assistant II/Legal Secretary in training • Nevada State Taxicab 
Authority (Law Enforcement Regulatory agency division 
Administrative duties: 

• managed payment processing for all court related payments 
• process all other forms of applications as prevalent to drivers needs  
• data entry for all driver licensing requirements 
• customer service for ~ 200 inbound customer calls per day 
• transcribed court minutes for depositions, testimonies, and BOD 

meetings 
Legal Secretary: 

• manage Livescan fingerprinting process 
• manage criminal background check process for all drivers  
• manage warrant review and investigation process with chief 

 
 
2004- 2013 
HR Assistant • San Mateo Union High School District 
Talent Acquisition for Substitute Teachers (Certificated) 

• Facilitated recruitment processes and activities, including preparing 
job postings, calling applicants, scheduling testing and interviews, 
coordinating recruitment events and advertisements, and processing 
applicant paperwork and background checks 

• Responded to applicant calls and provided information as necessary 
• Testing & Selection 
• Proctored and administered paper and computer-based pre-

employment tests, ensured all applicable policies, guidelines, and 
protocols were followed and included in the testing process 

• Scored pre-employment tests efficiently, accurately, and fairly 
• Reviewed testing results and performed data analysis to ensure 

testing standards were met and reported any testing irregularities to 
senior leadership 

• managed payroll for substitute teachers 
• COBRA benefits administration 
• managed HRIS system 
• ordered all office supplies 
• served as relief receptionist 
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Available upon request 

 

 




