WANDA ORTIZ

1151 East 229th St. | Apt.14D | Bronx, NY 10466 | (347) 892-5932 |wanda.ortizl974@yahoo.com

OBJECTIVE

Seeking an entry level paralegal position which will require me to utilize my computer knowledge, strong people skills, organizational abilities, and business experience.

EXPERIENCE
Legal Hand Tremont, Bronx New York
Paralegal








10/2019-current


Interact with attorney’s and clients on a daily basis


Make telephone calls for clients to other legal offices within New York City


Draft written correspondence for clients


Conduct internet research for clients


Provide support to other colleagues 


Research and Locate suitable housing for clients
Gay Men Health Crisis, New York, NY

Housing Specialist







07/2018-9/2019
Assessed clients


Conducted outreach

Updated information in TREATS


Collaborated with case managers in HASA

Located suitable housing for clients within the five boroughs 


Scheduled weekly appointment


Reviewed Documents 
St Dominic's Family Services, Bronx, NY    




02/2018 – 07/2018
Waiver Service Provider

Counsel and mentor children
Complete and submit reports in a timely fashion
Provide tutoring services
Provide clinical analysis about client's progress
Accompany clients on weekend excursions
Bronx Supreme Court, Bronx, NY   





02/2016 - 06/2017

Bronx Court Navigator

Reviewed summons and complaints
Communicated with litigants
Assisted judges and attorneys
Provided non-legal support
Referred clients to credit bureau' s agencies
Assisted clients in collecting and organizing documents needed for their cases
Accompanied persons in conferences with judge or the judge's court attorney
Responded to judge's or court attorney's questions
Abbot House Foster Care, Bronx, NY    





08/2014-12/2015
Health Care Integrator


Responsible for meeting with child/ medical consenter, case planner and other caregivers to discuss the B2H Waiver program and services available
Health Care Integrator responsible for completion of Individualized Health Plan and monitoring that the child is receiving the specific services
Maintained monthly progress notes that capture all contacts including Team Meetings

Carried a case load of six enrollees
EDUCATION
Metropolitan College of New York, New York, NY



2008
Master's Degree Public Administration

Shaw University, Raleigh, NC






1996
Bachelor of Arts in International Relations

SKILLS
Proficient in Microsoft Word; Adobe Acrobat
