About Me

=
Helen is a dedicated Legal Secretary and Receptionist who plays an
\ essential role in supporting the attorneys, staff, and clients of the
firm. As a welcoming and professional first point of contact, she helps
ensure that every client is treated with courtesy, respect, and
A attention from their initial interaction with the office.
In addition to managing client communications, scheduling, and daily
administrative responsibilities, Helen provides valuable support with
client intake, legal document preparation, case files, records
management, court filings, and general attorney and paralegal
N A A ° assistance. Her ability to manage multiple priorities while maintaining
accuracy and confidentiality helps keep the office organized and
running efficiently.
= =l Bilingual in English and Spanish, Helen brings a professional,
DRecept|o dependable, and detail-oriented approach to her role. In her free
time, Helen enjoys arts and crafts, needlepoint, painting, plastic
canvas, etc.
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paralegals, including preparing correspondence, organizing case
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directing calls, greeting clients, scheduling appointments, and
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APPO ent & Calenda e Communicate professionally with clients, courts, medical offices,
opposing counsel, and other parties while providing bilingual
anageme assistance in English and Spanish.
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