Jennifer Terban

15028 Magnolia #201

Sherman Oaks, CA  91403

Email:  HYPERLINK "mailto:jterban@hotmail.com" jterban@hotmail.com
Phone: (619) 203-4728

Skills Summary

Software:   
Pilotware, Fusion, Word, Excel, Outlook, Concordance, GroupWise, SoftSolutions, iManage, FileSurf, MFactory.

Office Skills:
Word-processing, Transcription, Scheduling, Call-Screening, Reception

Related Experience


10x10 Entertainment, Los Angeles, CA (March 2008 – Present)

Transcriber and Logger for reality show Fashion Wars
Tom Forman Productions, Hollywood, CA (February 2008 – March 2008)

Transcriber and Logger for reality show The Operators
NBC, Burbank, CA (January 2008 – February 2008)

Transcriber and Logger for reality show Last Comic Standing
BNE, Santa Monica, CA (January 2008)

Transcriber and Logger for reality show Secret Lives of Women
Ricochet, USA, Los Angeles, CA (September 2007 – December 2007)
Transcriber and Logger for reality shows Real Housewives of New York City and Alaska Experiment
Love Productions, Los Angeles, CA (August 2007)

Transcriber for reality show Neighbors 

And Syndicated Productions, Inc., Los Angeles, CA (May 2007) 
Logger for reality show High School Reunion IV
Gay Rosenthal Productions, Los Angeles, CA (April 2007-August 2007)
Logger for reality show Little People Big World 

Additional Experience

Legalstaff, San Diego, CA (July 2006-February 2007)
Various legal administrative assignments 

Assisted lawyers in fast paced offices with phones, calendars, meetings, filing, ordering supplies and internet research

DLA Piper Rudnick Gray Cary (Temp) San Diego, CA (October 2005-July 2006)

Patent Legal Assistant  

Assisted patent paralegals with office duties including phones, calendar and meetings.  

Volunteer 

2007 Newport Beach Film Festival. Newport Beach, CA 
Screen and evaluate films for festival; assist staff in all aspects of festival preparation. 

World Folk Music B.O.B. Battle of the Bands 2007

Assisted with promoting bands by distributing flyers around San Diego 

One of four judges for the San Diego Battle of the Bands contest 

CMJ Music Festival. New York, NY 

Assisted staff of music festival during event 
Education

Northeastern University, Boston, Massachusetts




Paralegal Certificate Program

North Shore Community College, Lynn, Massachusetts



Legal Office Support Certificate,

University of Massachusetts, Amherst, Massachusetts


 

Bachelor of Arts in Psychology

