Antha M. Samaha
400 cr 207
Gatesville, TX 76528
Mobile: 832-671-7477
asamaha1993@yahoo.com

EDUCATION
Brazosport Community College, Lake Jackson, Texas
Associate of Science degree – General Education
> Graduated 05/2014

[bookmark: _GoBack]Work Experience
United States Attorney’s Office, Houston, TX				12/2014 - Present
Data Entry Operator I
> ==Confidential Security Clearance==
> CACI contractor assigned to prepared cases for closure
> Analyze investigative and legal documents to determine relevance for inclusion case files
> Collect pertinent documentation and create trail binders
> Scanned documents for inclusion in digital archives
> Scanned Presentencing Reports and Statement of Reasons and other sealed documents prior to sealing, as required by courts
> Couriered files to court to have information filed with the court
> Maintained scheduling information for court cases
> Utilized Case View, Alcatraz and Lions software applications
> Maintained liaison with external state and federal entities and provided assistance as needed
> Utilized LexisNexis, PACER, Case View, Lions, and Alcatraz continually to complete work assignments
> Did relief duties as required for reception which required attention to detail, meeting deadlines, teamwork, and follow through.

Self-Employed, Angleton, TX						11/2011 - Present
Nanny
> Cared for two children, aged 1 and 4
> Prepared and served breakfast and dinner, and prepared school lunches
> Oversaw playtime and scheduled/social activities with friends after school
> Took children on walks, outings and educational trips
> Organized games and other entertainment
> Intervened when disagreements arose
> Helped the four-year-old with homework
> Read to the children
> Met with parents as needed on any issues or disciplinary problems

Second Baptist Church, Angleton, TX					3/2011 - 12/2014
Nursery Worker
> Part-time worker caring for up to thirteen children under the age of five
> Oversaw playtime and social activities
> Organized games and other entertainment
> Intervened when disagreements arose
> Read to the children
> Met with parents as needed on any issues or disciplinary problems

Boys and Girls Club of Brazoria County, Freeport, TX			3/2012 - 7/2013	
Youth Development Professional
> Part-time Aide 
> Maintained and verified accuracy of attendance data between four to eight sections
> Provided assistance to multiple teachers with scheduled activities
> Regularly supervising up to 135 students
> Oversaw activities
> Intervened when disagreements arose

