
 

Angela M. Hill 
Legal Secretary 

   

   
   

Objective My objective is to obtain a position in a firm where I can utilize my knowledge and 
experience to contribute to the organization’s success and use my administrative 
skills to provide exceptional support to clients and staff, and to work in an 
organization that values dedication, hard work and commitment. 

Education Farmington High School 

Farmington, MN 
Diploma 
 
Dakota County Technical College 
Management and Marketing – Merchandizing and Sales 
College Credits 

Key Skills Document Management 
Time Management 
Client Confidentiality 

Court Filing Procedures 
Multi-Line Phone System 
 

Experience Responsibilities: Prepare and process legal documents and papers, scheduling 
office visits for clientele, file documents with Court, billing, research for Court 
files, organize notes and documents for trials, correspond with Law 
Enforcement for case files and Court hearings. E-charging documents through 
the BCA. 

 

March 2014 - Present 

Legal Secretary 
Dimich Law Office 

February 2010 – March 2014 

Resident aid – Resident aid 
Coordinator 
Hill Crest Assisted Living 

 

References Melissa Johnson                                                 Jackie Heinrich 
Blandin Foundation                                            Grand Rapids Police Dept. 

                                                      
                    

 
 

 
Tiana Carlson                                                  Andy Morgan 
Itasca County Probation                                  Captain – Grand Rapids Police   

                                                  
                       

                                                                                             
 



420N. PokegamaAve
Grand Rapids, MN 55744

(2t8)326-7606
(218)326-7608 Fax

www. cityofgrandrapidsma. com
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\.1.it il:l An Equal Opportunity Etnployer

Employment Application
Please complete by printing in ink or typing. Applieation must be signedfor emplayment consideratiott-

PERSONAL INFORMATION

Thank you for considering employment with the City of Grand Rapids. We welcome you as
an applicant and look forward to reviewing your application inforrration. It is the Crty's
policy to provide equal opportrmity in employm.ent. The City will not discriminate on the
basis of race, color, creed, age, religion, national origin, marital status, disability, $ex, sexual
orientation, familial status, status with regard to public assistance, local human rights
commission a*tlrty or any other basis protected by law,

Please furnish complete information on the application form, so we may accurately and
completely assess your qualifications. You may attach any other information that provides
additional detail about your qualifications for employment in the position you seek. Please
refer to the Applicant Data Practices Advisory for guidance regarding how your application
information will be used, the cor$equences of providing or not providing information, and
more,

The City of Grand Rapids accommodates qualified percotrs with disabilities in all aspects of
employment, including the application process. If you believe you need a reasonable
accommodatior to complete the applicatiou process, please contact Human Resources at
2t8-326-7606.

NAME Last Fi$t Middle

Hilt Angela Marie
POSITION APPLIED FOR:

Administrative Assistan Police
h---J----r

MAILINGADDRESS

 
TODAY'SDATE: DATEAVAILABLETOWORK:

$BAn41At29t24
CITY STATE

MN

zlP STATUS DESIRED:

@ruuime I rart-time f] seasorat

HOMEPHONE

 
OTHER PHONE

t

Are you a U.S. citizel or do you have legal
Authorizatiol to wor* in the U.S.?

Prcof of agc aad/m eligibility 10

wo* nuy be requested.

Will your continued employment require
enrployer sponsorship?

YESa
tr

NOn
a

Do you have a valid driver's liceme?
{For &iving positions only)

Are you under l8 years ofage?

YES

m
tr

NO

tr
EI



SchoolNarne,
City and State

Major Area of Study

High School:

Farmington High
Diplorna E""t
cED fl*t

fl*o
fl *o

College:
Degree Completed:

fl tet flA*ro*i"t , f]n""hulo* E u*t"o florlo
u NO # of years completed _

Semester/Creditho*maam"d 
.-.=...---

Graduate School:
Degree Completed;

fl vss [Arr*iur"* EB*h.loo E rta"rr"o fiora.r

n NO #ofyeascompleted
Semester/Crsdit hours earned

Technical or Vocational Prograrns:

Dakota Gounty

(indicate type of c€itificate eamed)

Management and Marketing

EDUCATIONAL INFORMATION

List eny other courses, eemtnars, workchops, or tratning you have that may provide you with sldlls relcted to thls position:

BCA Certification

List rtry curretrt ifuenses or certificrtes you poss€ss which may be re-lated to this position:

List any currelt rcgfutration{s) or membershlp(a) related to the lrosltion for xhich you are epplyingr

Zeurcher, MGA, Axon, BCA, Oddysey
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DATESEMPLO}TD

Dimich Law Office
EMPLOVER

FROl\,I TO

  
ADDRBSS

10/13 14,24
NAME OF LAST SUPERVISOK

John Dimich
CITY, STATE, UP

TELEPHONE Area Code + Number

Maywecontactthisemployef EI yo EINo

filFou-ti*e I rart-ti*'" D oao

A c. p rr..lgl.. ?.ef.'cinp

REASON FOR LEAWNG:

rl

DESCRIBEYOUR WORK IN THIS JOB:

E-file Court Documents, Work with Several Police
Agencies and Court Administration, E-Charging, Finding
Cases in Zeurcher, Answering Phones, Data Entry,

Work in Criminal and Civil Cases, Work Side by Side
with Clientele. Drafting Documents, Sending Discovery
to SeveralAttorneys and Clientele. Corresponding with
Emails.

EMPLOYMENT EXPERIENCE

DATESEMPLOYEI) JOB TITLE:

ADDRESS NAME OF LAST SITPERYISOR:

CITY, STATE, zIP DESCRIBEYOURWORK IN T}IIS JOB:

TELEPH0NE Area Code + Number

Maywecontactthisernployer? E Vo flNo

[rot-ti*" I r*+ime fl ott".

REASONFORLEAVING:

EMPLOYER DATES EMPLOYEI) JOB TITLE:

FROM TO

ADDRESS NAME OF LAST SUPERYISOR:

CITY. STATE.zIP DESCRIBE YOUR WORK IN THIS JOB:

TELEPHOM Area Code + Number

Maywecoatacttlirqloyefl EI v". EI No

[rul-c^e fJ rart-um" I oae,

REASON FOR LEAVING:

Page - 3.

roB rIrLE: Legal secretary

Explain any period of unemploymcnt.

EMPLOYER

T-ROM TO



DATOS EMPLOI'EDEMPLOYER

FROM TO

JOB TITLE:

ADDRESS NAME OF LAST SUPERVISOR:

CITY, STATE, zIP

TELEPHONE Area Code + Number

Maywecontactthisemployer? fl Ves ENo

I rou-ti." I nurt-ti,n" I othet

REASON FOR LEAVING:

DESCRIBE YOUR WORK IN THIS JOB:

EMPLOYER DATESEMPLOYED JOB TITLE:

FROM TO

ADDRESS NAME OF LAST SUPERVTSOR

CITY, STATE,ZlP DESCRIBE YOURWORKIN THIS JOB:

TELEPHONE Area Code + Number

Maywecontactthisemployer? [ Ver ElNo

[r"n-ti-" f] rart+lme EI o,t".

REASON FORLEAVING:

EMPLOYER DATESEMPLOYE,D JOB TITLE:

FROM TO

ADDRESS NAME OF LAST SUPERYISOR:

CITY. STATE, ZIP DESCRIAE YOUR WORK IN THIS JOB:

TELEPHONE Area Code + Number

Maywecoatactthisemployed f] Vor E Uo

f]r"u-ti*" fl ru't-tim, fl octo

REASON FOR LEAVING:

Prge-4-

Explain any pedod ofunenployment.



UNPAID EXPERIENCE

any or volunteer experience relevant to the position for which you ar€ applytng (you may include, if you wish,
information which would reveal race, sex, religion, age, disability, or other protected status).

MILITARY EXPERIENCE

AUTHORIZATION

tki,t t 10129t2024

Date

Name and number of person completing this form if other than applicant:

serve in the U.S. fumedDid
Describe your duties:

for V .ns Preferenceto Yes No

answered']es." you must complete the enclosed application for Veterans' Preference Points, and submit the application and
to the ofGrand forwhichdeadline of thethe

*PLEASE READ CAREFULLY BEFORE SICNINC*

I certi$ ihat all information I have provided in this application for employment is true and complete to the best of my
knowledge. Any misrepresentation or omission of any fact in my applicatio4 resume or any other materials, or during any
ifierviews, can be justification for refusal of employment, or if employed, will be grounds for dismissal, regardless of length
of employmert or when the misrepresentation ar omission is discovered.

I understand that submission of an application does not guaraatee employment. I acknowledge that I have received a copy of
the job description summary for the positior/s for which I am applying. I fi.rther acknowledge my understanding that
employment with tlrc City of Grand Rapids is "at will," and that employment may be tsrmioatsd by either the Cify ofGrand
Rapids or me at any time, with or without notice. I understand that none of the documents, policies, pmcedures, actions,
statements of the City of Grand Rapids or its represeatatives used during the employment process is deerned a conkact of
emplolment, real or implied. I further understand that this "at will" employrnent relationship may not be changed by any
written document or by conduct unless such change is specifically acknowledged in writing by an authorized executive of
the City of Crand Rapids. In consideration for ernployment, if employed, I agree to conform to the rules, regulations,
policies, and procedures of the City of Grand Rapids at all times and understand that such obedience is a condition of
employment.

I utrderstand that if offered a position with the City of Grand Rapids, I may be required to submit to a pre-employnent
medical and psychological exarninatioR, drug screening and baekground check as a condition of employnent. I understand
that unsatisfactory results from, refusal to cooperate with, or any attsmpt to affect the results of these pre-enrployment tests
and checks will result in withdrawal of any employment offer or termination of employnent if already offered.

With my signature below, I am providing the City of Grand Rapids authorization to verifr all information I provided within
this application packeq including contacting current or previous employers. However, I understand that if, in the
Emplolmeat Experience sectioo I have answsred 'T\lo" to ttre question, *May \re cotrtact your crulent employer?," contast
with my current employerwill not be made without my specific au&orization.

I have read the included Applicant Data Practices Advisory, and I further understand that criminal history checks may be
conducted (after I have been selected for an interview, in the case ofnon-public safefy positions) and that a conviction ofa
crime related to this position may result in my being rejected for this job opening. I also understand it is my responsibility
to notiry the City of Grand Rapids in writing of any chauges to information reported in this application for emplo;rment.

Page-5-

Signature,


