

Daniel T. Flynn
16 Scott Lane Wakefield, MA 01880
Cell: 781-858-4216 Home: 781-245-4105
 Dflynn1542@yahoo.com
_____________________________________________________________________________________


Objective
To secure a position within a company that utilizes extensive practical experience in simulated legal situations.

Profile
Highly motivated, organized, focused individual with demonstrated leadership, time management, problem solving and computer skills. The work ethic to make an immediate contribution to the employer.

Computer Skills
Moderately experienced to expert with multiple computer functions including, but not limited to IBM and PC format; Prevail, Microsoft Office including Word, Access, Excel, PowerPoint, QuickBooks, ADP, Outlook, and several e-mail formats.

Education		
Salem State University			             				    Salem, MA
Bachelor of Science				       			  	         December, 2010
Concentration: Criminal Justice 

Relevant Course Work 
Criminal Investigation, Police Studies, Community Corrections, Criminal Law, Women in Criminal Justice, Intro to Courts  

Professional Profile 		
Law Offices of Iannella & Mummolo						Boston, MA
Contract Paralegal Supervisor								    November 2011-Present

Supervise a department of five paralegals ensuring responsibilities of all cases are being properly met.	
Performing substantive legal work, conducts research & provides legal support.
Coordinated case management with numerous state/federal agencies, medical providers, and private institutions.
Acting as a liaison with outside law firms/clients.
Proofreading of documents including contracts, agreements and transcripts.
Keep in constant contact with clients to ensure understanding of legal contracts/documents. 
Prepare legal documents i.e. contracts & company policies.
Responsible for coordination and administration of contracts.
Interview and hire new paralegals into firm. 
Attend daily meetings with attorneys to review cases. 
Assist with finances on a month to month basis.


Revere Police Station									    Revere, MA                                                                                                             
Internship			                    				         June 2010-August 2010

Responsible for processing traffic citations and working in conjunction with the police stations record room. 
Updated officer’s training records to ensure they were in compliance with proper training.
Responsible for developing, updating, and tracking in-house warrant management system in order to post pertinent information gathered from new warrants.
Observed detectives field work, arrests, bookings, and interrogations. 
Observed civil and criminal court cases. 
Trusted with the care of numerous court documents including highly sensitive ones.


Flynn Electric					    				    	   Revere, MA 
Electrician Assistant 							 	         June 2005-2011

Provided assistance to union worker electricians installing, testing, and maintaining electrical or electronic wiring, equipment, appliances, and fixtures. 
Managed every function of a electrician business while excelling at customer service.
Performed detailed sales log transactions at the end of shift and reported directly to owner.
Processed weekly and monthly inventory counts for the company and placed purchase orders for products of need. 
Handled all money transactions in the absence of the owner.
Tracked earnings/spending and organized financial statements using Quickbooks.
Delivered nightly deposits directly to bank.
Responsible for the majority of bookkeeping, scheduling, and all other administrative duties for the business.
Organized accounting material for tax season.


Federal Express Inc. 				   					  Boston, MA
Material Handler			   			              September 2008-May 2010

Load and unload heavy parcels and packages onto trucks and planes in order to provide swift and speedy delivery. 
Complete assigned tasks per order of the supervisor in a timely manner.
Required to be fully aware and follow detailed policies and procedures regarding the handling of packages to assure the contents remained intact and unharmed
Keep records of completed jobs and report any cargo discrepancies to superiors. 

 
References will be provided upon request.


