Alexandria Zedejas
azendejasv@gmail.com | Des Plaines, IL | 847-414-0207
Education 
 Elmhurst University- Elmhurst, IL                                    
 Bachelor of Arts in Criminal Justice, Sociology and Spanish               August 2020- May 2024
 Minors: Political Science and Social Work

Oakton Community College- Skokie, IL                                                    May 2024- May 2024
Emergency Medical Technician 

NIU School of Law- DeKlab, IL					 	Anticipated May 2027

Legal FIELD experience 
 Legal Assistant                                         				May 2024 - Present  
The Gambacorta Law Office-Skokie, IL 
· Prepare letter to send to USCIS 
· Complete immigration forms 
· File and Scan Documents 
· Communicate with attorneys in different states.

Legal Assistant                                                                                         September 2023-February 2024
The Law Offices of George J. Skuros – Park Ridge, IL
· Relay messages and answer phone calls.
· E-file and send out any mail.
· File and scan documentation needed. 
· Focus on divorce as well as probate cases.
· [bookmark: _Int_M7FDUfUV]Create invoices for current customers.
 Legal Assistant  
Daniel Kordik – Elmhurst, IL                                                                               September 2021- August 2023
· Filed electronic documents using Odyssey.
· Drafted letters and documentation.
· Followed-up on paperwork and documentation.
· Answered phone calls, and relayed messages. 
· Focused on personal injuries as well as real estate law.
Legal Assistant                                                                        
CT LAW - Wheeling, IL                                                                                        February 2020-February 2023
· Prepared documents such as Letters of Representation, worked 1:1 with clients when it came to gathering client information, insurance, ID, and Report of Accident.
· Relayed messages to both the attorney and paralegal. 
· Communicated with insurance companies as well as learned to navigate LEXUS NEXUS.
· Focused mainly on personal injuries.




Additional work experience 
Receptionist                                                                                                       May 2020- Novemeber 2025
Alden Des Plaines- Des Plaines, IL 
· Provided receptionist duties for organization of Rehabilitation, Assisted Living and Memory care. 
· Provided, tours and information to possible patients interested in the facility.

Lifeguard Manager
Des Plaines Park District- Des Plaines, IL                                                       May 2016- October 2022
· Ensured patron safety at the pool.
· Practiced CPR weekly and reviewed with lifeguards. 
· Trained new lifeguards to be up to date with standards.
Receptionist 
Fitness Center of Elmhurst University- Elmhurst, IL                                    September 2021-September 2022
· Monitored students scanning into the fitness center.
· Maintained the area clean such as desk, equipment room and office supplies.
· Completed opening and closing procedures for the fitness center as needed during shifts. 

LEADERSHIP POSITIONS 

SIGMA KAPPA                                                                                                       August 2020- Present
· Vice President of Academic Excellence                                                     January 2022- Present
· Sisterhood Chair                                                                                            January 2021- January 2022
Union Board                                                                                                         August 2020-Present
· Festivals Chair                                                                                               August 2020-August 2021
Pre-Law Club                                                                                                        August 2020-Present
· Vice-President                                                                                               August 2023-Present
· Secretary                                                                                                        August 2020-August 2021
Blue Jay First                                                                                                         August 2020-August 2021
· Mentor                                                                                                            August 2020-August 2021


LANGUAGES: 
· Fluent in Spanish 
· Fluent in English
