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ATLANTA CITY COUNCIL

CEASAR C. MITCHELL 55 TRINITY AVENUE, S.W.
PRESIDENT SECOND FLOOR EAST
ATLANTA CITY COUNCIL ATLANTA, GEORGIA 30303

DIRECT (404) 330-6052
MAIN (404) 330-6030
FAX (404) 658-6562

May 12, 2010

E-MAIL ccmitchell@atlantaga.gov

Councilmember Felicia A. Moore
Committee on Council Chair

55 Trinity Avenue, S.W.

Second Floor East

Atlanta, Georgia 30303

RE: Atlanta Commission on Women
Dear Councilmember Moore,

Attached is the resume for Ms. Keena Eddington and it is my pleasure to reappoint her to serve
as a board member for the Atlanta Commission on Women. This appointment is for a term of
two (2) years on the date of Council confirmation.

Ms. Eddington has unselfishly served on the Commission in the past and has assured me, she
will continue to do so going forward.

Sincerely,

ALl

Ceasar C. Mitche

Cc: Rhonda Dauphin Johnson, Municipal Clerk



518 Summer Terrace Lane., Atlanta, Ga., 404/406/4658, keena.eddington@gmail.com

Professional
experience

March 2008

present

Sept. 2004 -
March 2008

Dec. 2000-
Sept. 2004

April 1998 -
August 2000

Feb. 2002-
July 2004

Dec. 2001 -
May 2004

Education

Corporate and Customer Service experience in both the Legal
and Hospitality industries, working independently as a self-starter,
and a team player, wherever needed, multi-tasking for efficiency
and effective management of time, with a mature work ethic and
commitment to excellence.

Contractual Paralegal/ Administrative Support
Sparlin Healthcare, Atlanta, Ga.

Receptionist / Office Service Support, Smith, Gambrell & Russell,
Atlanta, Ga.

= Administrative and Paralegal support

» PBX trained to answer multi-line phone system (Avaya and Cisco)

* Receiving and routing, incoming and outgoing mail , UPS, FedEXx,
and Courier packages

= Records Indexing , opening and closing using Legal Key software

Paralegal / Office Manager - William P. Keenan, Esq., Atlanta, Ga.

Management, day to day operations

Case Research

Opening and Closing case files

Interviewing clients and witnesses for case assessment
Scheduling appointments and Maintaining Calendars
Document creation for court filings

Club Concierge — Ritz Cariton, Buckhead

= Guest Registration and Reservations

= Event Planning and Set-ups

Advocate - Women'’s Crisis Center, College Park, Ga.
= Crisis Counseling

= Safety Planning

= Advocating for families leaving shelters

Certified Advocate, Temporary Protective Order Program
Municipal Court Atlanta, Ga.

1977 -1980 Oakland University, Royal Oak, Michigan
Business Administration and Marketing

2000 — 2002 Continuing Education in Paralegal Studies



Volunteer
2000 - 2004

Community
Service

Certified Temporary Protective Order Program
Atlanta Municipal Court, Atlanta, Ga.

Victim’s advocate working in collaboration with existing social
service agencies.

| am a board member with the Atlanta Commission on Women

References Upon Request
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