Linda I. Gilman

11205 SW Boxwood Court $ Tigard, Oregon 97223 $ 503-590-5085
Email:  lindagilman@comcast.net
Objective

ADVANCE \d8 Contract work performing administrative and legal assistant/paralegal assignments
Experience

ADVANCE \d8Self-Employed Contractor
1998-present
Provide administrative assistant and legal assistant services including reviewing, organizing and summarizing medical files for insurance litigation, summarizing notes of vocational rehabilitation client meetings, transcription, discovery and data entry.  References upon request.
Legal Assistant


1976-1995
Office of Hearings & Appeals

Social Security Administration
Portland, Oregon
Assisted Administrative Law Judges adjudicating primarily disability appeals.  Prepared cases for hearing: selected, organized and analyzed pertinent exhibits.  Interviewed medical/lay witnesses for additional evidence. Wrote medical/vocational summaries.  Researched regulations.  Prepared dismissal orders and recommended/drafted  on-record decisions.  Managed judge’s docket.  Recorded hearings, summarized testimony, prepared transcripts for federal court review.

Legal Clerk


1972-1976
Office of Hearings & Appeals

Social Security Administration
Portland, Oregon
Provided clerical support in scheduling hearings, preparing/issuing decisions and correspondence.  Screened telephone inquiries.  Compiled reports.  Made travel arrangements.  Prepared itineraries/travel vouchers.

Clerk-Typist


1968-1971
Kaneohe MCAS                                                                                                              Kaneohe, Hawaii

US Civil Service Commission                                                                                         Portland, Oregon
Duties included transcribing investigative reports, coordinating work assignments, timekeeping, case record and office equipment/supplies inventory management, public relations.

Education

ADVANCE \d8English, History, Writing, Business Law
1969-1974 (intermittently)
Portland Community College
Portland, Oregon
Skills

ADVANCE \d8(
High level of administrative assistant skills, including Gregg shorthand and dictation transcription.

(
Skilled in medical terminology, reviewing/interpreting medical records.

(
Accurate Social Security case analysis addressing complex medical-legal issues.

(
Effective communication and strong interpersonal skills; able to successfully deal with wide range, from medical/legal professionals to the mentally disabled.

(
Computer literate:  Windows XP, Word and Excel 2003, WordPerfect 7, Quickbooks, Internet.
(
Keyboarding 85 wpm.

