	Tammie Gruhn

	4215 Keheley Road Marietta, Georgia  30066

	404-734-8542

	tammiegruhn@hotmail.com

	Objective
	I am seeking a paralegal position with a law firm who strives for excellence. I am a self-starter who needs little supervision. I have keen investigative skills and an eye for detail. I wish to apply my skills in the legal field and extend my knowledge for a lifelong career.

	Professional Skills
	· Project Management

· Risk Control
· Lexis-Nexis
· Purchasing
· Investigation
· Highly Organized

· Garnishments

Notary   
	· Filing/Editing

· Report Writing
· Office Procedures

· Telephone Skills

· Problem Analysis
· Skip Tracing
	· Accounting

· Human Resources
· Payroll
· Management Skills

· Customer Service Skills
· CLS Training

	Education
	Westlaw CLE 09/09

	
	Kennesaw State University – Paralegal Certification

Anticipated completion date:  12/09

Current G.P.A. 4.0

	
	Private Investigator Degree

Penn Foster Completion Date: 01/06

G.P.A. 3.9/4.0; Attendance 100%

	Employment Skills
	· Trial experience

· Discovery process 

· Calendar events / scheduling

· Client meetings

· File initiation and organization
· Developed ability to work in a fast-paced atmosphere

· Maintained excellent customer relations and developed customer rapport

· Diplomatically resolved customers complaints on as-needed basis

· CCTV operation and maintenance.
· Ability to follow instructions well and make decisions with no supervision

· Motivated and supervised 80+ employees on daily basis

· Maintained all record-keeping procedures without error

· Delegated responsibilities to employees to meet company’s expectations

· Internal and External Investigations
· Apprehension and detention of shoplifters.

· Accident Investigations

· Identify and Track fraud trends.

· Cash Office Management

· Process documents for prosecution

· Preservation of evidence.



	Employment History

	
	Paralegal/Legal Assistant, Justin Wyatt and Associates, Marietta, Ga.
Asset Analyst, Fredrick J. Hanna and Associates, Marietta, GA.

Purchasing Manager, WFI/Kratos Defense and Security, Marietta, Ga.
	Present

3/09 – 9/09

07/07 - 12/07

	
	Fraud Analyst II, Bank of America, Kennesaw, Ga.

Loss Prevention Manager, Wal-Mart Inc, Woodstock, Ga.

Owner/General Manager, Marietta Truck Rental and Repair, Marietta, Ga.

Common Area Manager, Publix Supermarkets, Inc.Woodstock, Ga.
	    10/06-   7/07

     03/05- 10/06

     01/02 -03-05

     12/94-08/01



	Computer Skills
	Lexis Nexis, Westlaw, Accurint, Microsoft Office.

	

	Professional Associations
	Georgia Association of Paralegals

Cobb County Legal Association


	


