
I  am the current Case

Coordinator for  Hatcher Law

Group, a mid-sized Family Law

Firm in Charlotte,  NC.  

P RO F I L E

E X P E R I E N C E

(336)687-7591

fel ic iaray03@gmail ,com

CON T A C T

S K I L L S

CASE COORDINATOR
HATCHER LAW GROUP P.C.    |    JUNE 2019 -  PRESENT

Liaison between potent ial  cl ients and attorneys through init ial

telephone and correspondence regarding pr iv i leged

information about their  case

Schedul ing Init ial  Consultat ions for partners and associate

attorneys

Assist ing Director of  Market ing with large and small  scale

professional  and social  events

Tracking data involving Family Law attorney demand during a

certain t ime of year

Serving as the managing partners personal  assistant

Attend networking events as f i rm representat ive 

LEGAL ASSISTANT
HATCHER LAW GROUP P.C.  |  MARCH 2019 - JUNE 2019

Attend consultat ion with potent ial  cl ients taking detai led notes

Scan,  saved and distr ibuted dai ly mail  and document

Daily responsibi l i ty of  f i l ing pleadings and orders through the

court  system at var ious counties

Miscellaneous tasks such as supply purchasing and off ice

maintenance

E DUCA T I O N
BACHELOR OF SCIENCE, MAJOR IN PSYCHOLOGY
UNIVERSITY OF NORTH CAROLINA  CHARLOTTE  |   

2014 -  2018

R E F E R E N C E S

CHRISTINE MELVIN
SENIOR ASSOCIATE ATTORNEY |  HATCHER LAW GROUP P.C.

M A D D Y  T H O R N
MARKETING  AND COMMUNITY OUTREACH COORDINATOR |

MCFARLAND CONSTRUCTION U.S.

F E L I C I A
R A Y

RECEPTIONIST
HATCHER LAW GROUP P.C.  |  JULY 2018 - MARCH 2019

Answering incoming cal ls  and transferr ing cal ls  to the

appropriate recipient ,  screening potent ial  cl ients,  and taking

messages for the attorneys

Enter ing attorney's bi l lable t ime into QuickBooks Program and

calculat ing bi l lable- and non-bi l lable hours dai ly

Assembling monthly bi l l ing statements for the cl ients

S T E P H A N I E  S H E R A R D  
PUBLIC HEALTH INVESTIGATOR |  MECKLENBURG COUNTY

DEPARTMENT OF PUBLIC HEALTH

Client Relat ions

Intake Management

Schedul ing

Bil l ing

Legal Services

Project Management

Market ing 

Intuit  QuickBooks Program

Market Research 

Microsoft  Suite

Google Suite

Adobe Suite

ASSOCIATE DEGREE,  GRAPHIC DESIGN
CENTRAL PEIDMONT COMMUNITY COLLEGE  |   

2020-2022 ( IN-PROGRESS)


