Barbara Stevens
1113 Second Street ( Rensselaer, NY 12144 * (518) 364-7603 (cell)
Inducted into the HONOR SOCIETY &

THE NATIONAL SOCIETY OF LEADERSHIP AND SUCCESS

Professional Objective
Strive to exceed customer and employer expectations by delivering second-to-none service. Maintain customer centricity in all initiatives and interactions, always putting the customer first.
Professional Experience
Administrative Assistant/Customer Service & Stat Keeper 
08/1994 – 09/2014
Summer Love Basketball Program, Albany, NY
· Prepared children to play games, for the whole weekend during the Summer League.  While the games are going on, Customer Service 

Customer Service Representative






Conway Trucking Co., Albany, NY




08/2008 – 12/2008

· Data Entry Operator

· Secretarial Duties

· Inbound and Outbound Drivers

Intern – Paralegal and Domestic Violence Advocate, Court Watch

Unity House in Troy, NY





09/2006 – 01/2007

· Assisted with Crime Victims (Customer Service), Assisted Attorney with Court Preparation and Advocate while in Court, Data Entry and Secretarial Duties.
Intern - Paralegal, Assistant Director in Basketball Program 

Albany County District Attorney’s Office, Albany, NY

01/2005 – 06/2005
· Development of Basketball Program, Consumer Service, Paralegal, Data Entry Machine Operator
· Meetings, prep and typing of minutes; Collecting of people to make sure that Basketball Program can go off without a problem.  People from different parts of the county, different jobs including a Sargent in the Army.  
Education

BOA Creative Writing and English – Southern New Hampshire University (2017)

BA    Law and Psychology – Sage College of Albany (2014)

AAS Paralegal – Mildred Elley College (2007)
