	Naomi Kaminsky                                                                                Year of Birth: 1986
052-645-7009                                                                                    
Gnomers0000@yahoo.com

	SKILLS PROFILE

	
	· English mother tongue, excellent Hebrew

· Knowledge of and experience with Microsoft Word, WordPerfect, Excel, Access, Internet Explorer, Office Lite, and In-Touch
· Experience proofreading, editing and translating documents from Hebrew to English 
· Good filing and organizational skills
· Ability to operate copiers, scanners, printers and faxes

· Thorough knowledge of English grammar, spelling and phraseology  

· Ability to work well under pressure and according to a timetable
· Diplomatic customer relations skills
· Familiarity with academic, legal and professional documents
· Ability to touch-type and take dictation in English

· Experience in handling confidential and time-sensitive paperwork

· Ability to make and receive professional phone calls and messages
Familiarity with and experience writing formal letters and bills

	EMPLOYMENT HISTORYs

	
	English Secretary
	Summer 2007- present

	
	Law Offices of Yehudah Raveh & Co., Jerusalem, Israel

	
	Data Entry/ Artifact Classifier
	Summer 2004, 2005

	
	Brooklyn College Archaeology Laboratory, Brooklyn, NY

	
	Intern/ Office Assistant
	Summer 2004, 2005

	
	Beth Din of America, New York, NY



	
	Administrative Assistant
	Summer 2003

	
	Historic Districts Council, New York, NY



	
	Administrative Assistant
	Summer 2002

	
	Law Office of Jonathan S. Roller, New York, NY

	EDUCATION

	
	B.A. Studies
	2006-present

	
	Hebrew University of Jerusalem, Mount Scopus, Jerusalem

Majors in: Sociology, Political Science                

	
	Seminary Studies
	2005

	
	Midreshet Harova, Jerusalem, Israel

	
	Diploma
	2004

	
	Samuel H. Wang Yeshiva University High School for Girls, Queens, NY

	National Service/ Sherut Leumi

	
	Education/ Special Needs
	2004

	
	Day Job: Bikura Elementary School,

             Moshav Rechov, Beit Shean Valley

Evening/ Weekends: Activities for children, grades 1-3

                            Individual caretaking of Elderly woman

                            Summer Camp

             Shadmot Mecholah, Jordan Valley  


