LAUREN LONG

P.O. Box 4369 ( Tulsa, OK 74159

Phone: (918) 630-6797 ( E-mail: lascorp@sbcglobal.net
Education 

2007 – 2011
Northeastern State University


Tahlequah, OK

M.S., Environmental/Industrial  Management 
May 2000

University of Tulsa



Tulsa, OK

B.A. Mass Communication / Marketing

Work Experience

2006
Health Care






Tulsa, OK

Health Care Assistant  





Okmulgee, OK

·
Assisted with patient care

·
Filled prescriptions

·
Provided transportation to and from doctor’s appointments

2006
Paccar Braden Winch





Broken Arrow, OK

Legal Document Coordinator

(
Sent non-disclosure agreements to companies

(
Received documents, filed and sent to headquarters

2006 
M2W








Tulsa, OK

Merchandiser

(
Questioned store managers about product

(
Briefed managers about product

(
Sent information from managers to headquarters

2006
 
Jeff Magee International

Administrative Assistant






Tulsa, OK

(
Reconciled credit card statements

(
Laminated business cards

(
Placed advertising brochures in company magazine

2005

Riggs, Abney, Neal, Turpin, Orbison & Lewis

Tulsa, OK

Legal Secretary

(
Transcribed letters

(
Updated client files

(
Filed correspondence, documents

2004-05
Wilkerson, Wassal & Warman



Tulsa, OK

Legal Secretary / Assistant

(
Transcribed letters

(
Filed correspondence, pleadings

(
Set up medical files

(
Scheduled depositions

(
Delivered legal documents to judges

2004
Williams Company






Tulsa, Ok

Legal Researcher

(
Research/review documents for information pertinent to legal proceedings

(
Transcribe information using Lextranet data base

Computer Skills

(
Microsoft Word

(
Windows 2000, XP, Vista

(
Microsoft Office

(
Lextranet

(
AS 400 (database)

References available upon request


