
 

AMANDA FARRAR 
325 SW Academy St #17 Dallas, OR 97338  

503-689-0251 
runwayconcierge@gmail.com 

Seeking a job position in a professional office environment where I can utilize my skills in attention to 
detail, multi-tasking, customer service, writing and proofreading, computer data entry, organization and 
time management. 

EXPERIENCE 

AUGUST 2016 – JULY 2019 

OFFICE SPECIALIST II, POLK COUNTY BEHAVIORAL HEALTH 
Train and educate new office staff on all aspects of being an office specialist. 
Back up for Dallas location office Lead.  
Performs all clerical duties required professionally, accurately, and timely.  
Follow all laws applicable to the OAR's and HIPAA laws.  
Serves as an advocate in assisting clients to obtain necessary/ mandated services.  
Scan, copy, file, and organize confidential client information. 
Schedule new client appointments for mental health and substance abuse treatment. 
Assist clients with completion of paperwork to comply with policies, procedures, and HIPPA laws.  
Verify Insurance using MMIS and CIM websites. 
Review documents to ensure accuracy and validity. 
Experience using a database to enter and retrieve confidential client information. 
Ability to multi-task under high pressure situations.  
Ability to work without close supervision.  
Great communication skills both written and verbal.  
Ability to multi-task and complete all tasks in a timely and efficient manner.  
Ability to learn quickly, resourceful, and prioritize tasks based on importance. 

JULY 2016- AUGUST 2016 

RECEPTIONIST, SALVATION ARMY 
Answer multi-line telephone phone. 
Copy and scan documents for clients. 
Assist clients with information on services and resources provided. 
Copy, scan, and file resource documents for client services.  
Experience using a database to enter and retrieve information. 
Proofreading documents for accuracy. 
Excellent attention to detail. 
Ability to multi-task under high pressure situations.  
Ability to work without close supervision.  
Good Communication skills both written and verbal.  
Ability to multi-task and remain organized. 
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MARCH 2014- AUGUST 2014 

OFFICE SPECIALST II, DHS CHILD WELFARE 
Redact confidential information for child welfare clients and legal counsel. 
Efficiently filed, scanned, organized, and maintained confidential client information in a physical 
file as well as an electronic computer system. 
OR-KIDS knowledge. 
Answered multi-line telephones to direct client calls to appropriate department or case workers. 
Use of all office machines to scan, fax, file, and send confidential and non-confidential client 
information.  
Created physical and electronic files for new clients and case workers using a name and number 
system.  
Assisted with Protective Services unit inputting confidential client information into a database.  
Proofreading documents for accuracy. 
 
OCTOBER 2008- JULY 2009 

LEGAL ASSISTANT, WILLIAM D. STARK ATTORNEY AT LAW 
Met with clients and other legal professionals to discuss confidential case information. 
Conducted client interviews and intake inquiry’s regarding obtaining an attorney.  
Interpreted and relayed legal information. 
Managed communications with courts regarding status of petitions and granted orders.  
Drafted various court documents, legal complaints, summons, invoices, and enclosures at 
attorney’s request.  
Corresponded daily with clients, insurance adjusters, doctors, Court staff and attorneys.  
Organized, filed, copied, and maintained all client records. 
Proofread documents for clients, attorneys, and other individuals who may be involved in the 
legal case. 
Proofreading documents for accuracy. 
Excellent attention to detail. 
Ability to multi-task under high pressure situations.  
Ability to work without close supervision.  
Good Communication skills both written and verbal.  
Ability to multi-task and remain organized. 
 

EDUCATION 

JUNE 2005 

HIGH SCHOOL DIPLOMA, MORRISON CHARTER SCHOOL 
Graduated with a 3.39 GPA, President of Prom Committee 

 

SKILLS 

 Excellent attention to detail 

 Effective communication verbally and written 

 Great organization  

 Ability to work in team environment 

 Punctual and excellent time management 
 


