Shannon M. Turner


Home:     4809 Royal Troon Drive, Raleigh, NC 27604   
           919-280-6748

shaemann@bellsouth.net

Objective
To obtain a challenging and worthwhile position, where my experience, skills and 


education enable me to make a positive contribution to the organization

Skills 

Work habits include: problem-solving, effective use of resources, seeking and giving information, surpassing average performance standards, multitasking


Experiences are:  coping with high-stress, fast-paced and changing environments; performing team-work as both leader and team-member, utilizing written and verbal communication skills, meeting time-critical deadlines


Tools knowledge: Typing (avg. 60 wpm), MS Office (Word, Excel, PowerPoint, Access), WordPerfect, various case management software, QIKres and AACoRN (simplified SABRE formats), various email utilities (Gmail, Outlook, Yahoo!), ICQ and Instant Messenger, Facebook, LinkedIn, proficient with web searching techniques and web-page development, basic knowledge of SQL and Oracle programming, EPIC MaestroCare ORDERS Application
Education
2013-14 East Carolina University – Academically Gifted Certificate (In Progress)


2012-13 Wake Technical College - Database Administrator Certificate (In Progress)

2011
NCSU MAT Graduate Program for Teachers - Master's in Education

2006
Meredith Paralegal Program, Corporate Focus - ABA Accredited Certification


2000
NCSU – Psychology (B.A.) and Business Management (Minor)

1996
W. G. Enloe High School - Diploma

Career  


03/13-current
Duke Medicine, MaestroCare Transition Team, Duke University Hospital


EPIC Credentialed Trainer (Orders Application):  Perform all duties and responsibilities expected of a certified trainer including but not limited to teaching lessons, administrative duties, participating in meetings, and writing curriculum.  

01/12-6/12
Wake County Public School System, West Millbrook Middle School

Teacher (6 month terminating contract):  Perform all duties and responsibilities expected of a public school teacher including but not limited to enforcing classroom management, teaching lessons, administrative duties, participating in Professional Learning Teams, preserving the safety and wellbeing of students, and writing curriculum.  
08/11-12/11
Wake County Public School System, Wendell Middle School

Student Teacher Internship:  Perform all duties and responsibilities expected of a public school teacher (under the supervision of a mentor) including but not limited to enforcing classroom management, teaching lessons, administrative duties, participating in Professional Learning Teams, preserving the safety and wellbeing of students, and writing curriculum.  

09/10-10/10

RTI International, 3040 E. Cornwallis Rd., RTP, NC 27709 

         
(Contract via Greene Resources, Inc., 805-400 Spring Forest Rd., Raleigh NC 27609) 


Telephone Interviewer:  Call center TI handling sensitive survey research.  

06/10-7/10
Measurement Inc., 423 Morris St., Durham NC 27701

Exam Scorer (Contract):  Follow rules to grade various public school student exams.  

05/10-06/10
Purple Elephant, 6808 Davis Cir., Raleigh, NC 27613
 / Volunteer:  Data entry.  
01/10-03/10
James Scott Farrin, 280 South Mangum Street, Suite 400, Durham, NC 27701


Social Security Disability Case Manager (Contract):  Social Security Disability case manager for more than 100 clients at a time; time management; client contact; requesting, reviewing and submitting medical records to local SSA and ODAR; multi-line phones; general correspondence with clients, local SSA, ODAR; document management.  

02/09-09/09
Crown Honda at Southpoint, 1001 Southpoint Auto Park Blvd., Durham, NC 27713


Internet Sales:  Client contact through email, phone and mail, as well as in person; using various online systems to track leads; document creation and management related to purchase and financing of vehicles; file management; teamwork with other employees and staff to complete tasks.  

07/08-10/08
Innovative Talent Solutions, 8362 Six Forks Rd., Ste. 102, Raleigh, NC 27615


Foreclosure Referral Paralegal (Contract):  Client contact through email and various online systems, document creation and management related to foreclosures, and file management; teamwork with other paralegals and staff to complete tasks.  
07/07-06/08
BJRH&H Law Firm, 6520 Falls of Neuse Rd., Ste. 120, Raleigh, NC 27615

Social Security Disability Case Manager:  (see above for description)
04/07-05/07
Innovative Talent Solutions, 8362 Six Forks Rd., Ste. 102, Raleigh, NC 27615


Front Desk/Customer Service (Contract): Handling multi-line phone system, updating database, handing customer inquires, payments and accounts, various paperwork as necessary for a mid-size commercial operation.

8/06-04/07
La Mantia Law Offices, P. C., 8341-101 Bandford Way, Raleigh, NC 27615


Part-time Legal Assistant: filing motions with the court, scheduling for one attorney (including consultations, court dates and clients), general office work (including time management, receptionist duties), drafting transmittal, engagement and correspondence letters, case file records management, some office management duties

6/06
Copernicus Group, IRB, 118 MacKenan Drive, Cary, NC 27511 (via ITS, see below) 


Project Management Team Associate (Contract): general office work (faxing, courier, and copying) and other duties assigned by other team members, assist Project Management team with site reviews for new medical studies, assist Document Control team with filing, organizing file structure and updating file-treatment procedures

4/06
Black Belt World, Tae Kwon Do 2821 Spring Forest Road, Raleigh, NC 27616


Assistant Program Director (Interim): serving as a model student for others, general office work (receptionist duties, working with child and adult students, answering questions, conducting retail sales), other duties assigned by Grandmaster Lee and other Instructors

10/05-4/06
Hall, Rodgers and Gaylord, PLLC 200 Commonwealth Court, Cary, NC 27511   


Paralegal at a Litigation Law Firm: filing motions with the court, scheduling for two attorneys (including mediations and arbitrations), record searches using CourtSearch (both civil and criminal), general office work (including time management, receptionist duties and general correspondence), case file records management 

05/98-10/05
American Airlines, 500 Gregson Drive, Cary, NC 27511   


International Sales Representative: using QIKres and AACORN (and other proprietary airline software) to book and change passenger reservations, especially necessary to read and follow often complicated procedures, successfully completed training (sales, AAdvantage sales, international sales, international AAdvantage sales and international AAdvantage resolution.)

8/97-10/98
Burton Systems Software, 109 Black Bear Court, Cary NC 27513


Office Assistant: answer phone, faxes and emails; electronically fill out, print and file necessary documents; document and process credit card charges; 
copy, package and mail diskettes with product; proofread the latest version of the TLIB user’s manual
Exams
2013
Credentialed Trainer in EPIC MaestroCare ORDERS Application


2012-13 
PRAXIS II - English Lang., Lit., and Composition and M. S. Social Studies (Passed)

2009 
Millers Analogy Test 

2005
Passed North Carolina Notary Exam (Notary Commission Expired)



2004
LSAT (Score 156, Dec. 2004)
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