‍‍Tammy L. Card
37 Brookline Avenue, East Atlantic Beach, New York 11561 |  (516) 581-3182 | tammyc500@gmail.com
McBreen & Kopko, Jericho, New York 
Administrator / Paralegal, 2005 - Present 

- Perform all phases of administrative duties for personal injury matters including, but not limited to, calendar matters (including court appearances, motions, depositions, and IMEs), client intakes, no-fault applications, correspondence with all parties to action (including insurance companies, opposing counsel, clients and medical facilities), draft and serve authorizations, follow for medical records and required documentation, file / e-file legal documents with court; maintain Microsoft Excel spreadsheet of all case expenses and settlement information;

- Notary Public

- Facilitate and arrange business meetings and travel for members of firm;

- Attend various networking functions to promote business.
Cargolux Airlines, JFK International Airport, Jamaica, New York 
Administrative Assisitant / Bookkeeper / Sales Representative, 2000 - 2005

Office Inventory / Supplies / Company Moving Arrangements.
Office Phone System / Service.
Trucking Invoices / Preapps.
Travel / Meeting Arrangements.
KAAMCO – Kennedy Airport Airline Management Committee 2001-2003.
[bookmark: _GoBack]Handled Monthly Meetings / Functions / Annual Dinner / Annual Business Trip.
Claims.
Accounts Receivable / Accounts Payable / Billing.
Sales Quotes / Sales Bookings.
Joseph G. Pollard Co., Inc., New Hyde Park, New York 
Executive Assisitant, 1992 – 2000

Computer Knowledge of Word, Excel, Access, ACT, PaperPort.
Company Correspondence.
Coordinated Biannual Newsletters for Conferences.
Organized Corporate Meetings / Travel Arrangements.
Mailing List in Gold Mine.
Inventory.
Handled Bids and Quotes.
Attendance Records/Payroll and Company Calendar/Microsoft Outlook.
Bookkeeping.  (MAS90, bb/pc).


Personal
Treasurer and Board Member of South Hempstead PAL 1988-2004.
Active Board Member and Secretary of JFK Rotary Club.  -  Run the Annual Ladies Golf Outing.
Active Member of JFK Chamber of Commerce, KAAMCO (Airport Management Group), and SKAAMCO
 (Secretaries of the Airport Management Group).
Assist my Church in annual Fund Raisers, and monthly Soup Kitchen for local families in need.
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