                  Tonja   Sutton   Edwards

	objective

	
	To obtain a professional technical position where my analytical skills and legal background can be greatly utilized with growth and increasing responsibility.

	Experience

	
	2007 – 2020
American Electric Power
Columbus, Ohio

Business Service Coordinator

· Participate in planning, coordinating, monitoring, and supporting implementation of system related projects.

· Participate in design and documentation of complex business processes

· Assist with developing functional requirement specifications for system development, modification, enhancement, automation, and file feeds interfacing to and from outside vendors

· Asist with application software testing running test case scenarios.

· Liaison between user and vendor facilitating tactical operation planning business analysis

· Provide data analysis

· Coordinate with Business SME’s to ensure viability of the project solution

· Perform data extraction for various compliance and ad-hoc reporting for business partners

· Provide technical support and guidance to users on system applications, electronic interfacing file feeds, access issues, and user training

· Act as a Subject Matter Expert “SME” on various legal applications

2000–2007
American Electric Power
Columbus, Ohio

Legal Assistant

· Assist Deputy General Counsel with complex litigation and department management 

· Draft & review legal documents and correspondence

· Perform Legal Research

· Filing of Court Documents and Pleadings

· Schedule meetings, conference calls, travel and special events 

· Prepare expense reports, invoice processing, and legal databases

2004-2010        Gap Inc. 

Remote Agent
Level II Customer Service Home Agent Servicing Business Clients and Brand Customers remotely from my home office providing e-commerce technical support and customer service for Gap Brand Products and Service. Responsible for providing outstanding first call resolution to web application technical issues, retail POS support, brand policy, procedures and product details, managing customer accounts including access, processing internet and retail sales, refunds or exchanges


	
	1989-2000
Legal Assistant

· Abbey Lane / Dana Temporaries


· Spherion fka Interim Legal




· Children’s Hospital
	· Borden, Inc.

· Mina Khorrami, Esq.

· Hamilton, Kramer, Myers & Cheek


	
	1983–1989
State Automobile Mutual Insurance Company
              Columbus, Ohio

Help Desk Specialist

· Provided user support for test and production systems documenting user problems and resolutions.  Provide technical support to user for system access, including telecommunication support.

· Created test cases.  Ran batch jobs and reports.  Liaison between user, business analyst and programmers.   Delegated complex problems for resolution to programmers and analysts.

· Analyzed test projects, upon test completion, moved test project to production systems.

	Education

	
	1981-1982
Columbus State Community College

Columbus, Ohio

· Business Curriculum

1993–1994
American Institute For Paralegal Studies

Columbus, Ohio

· Paralegal Certificate

2005


Professional Development NetG Learning


Columbus, Ohio

	Qualifications

	
	· Thirty years legal experience Corporate & Private, various areas of law

· SME Various Legal Applications /Legal Applications Administrator

· Background in Legal, Insurance Claims, Customer Service and Retail 

· Analytical Thinking / Problem Resolution/ Analysis Testing/ End User Guidance

· Effective Leadership / Strong Communication/ Active Listener/ Documentation

· Microsoft Office/Outlook/Lotus Notes/Access/Business Objects/PeopleSoft

· SQL Server Management Studio/Service Now
· PL/SQL Developer

· Teamconnect

	AFFILIATIONS

	
	Notary Public, State of Ohio – Not Active


	



8270 Reynoldswood Drive, reynoldsburg, Ohio 43068 
Phone (614) 806-6585 • e-mail edwardsut50@gmail.com

2

