Jamell Thomas
(720)629-7431
Jamellthomas@hotmail.com

Education:
Penn Foster College of Independent studies ABA Credited 
Paralegal certificate 2009-2010 
Penn Foster College of Independent studies ABA Credited
 Paralegal studies degree 2010-2012
Skills:
· 
· Transcription
· Filing
· Drafting documents
· Assisting with trial preparation
· Proofreading skills
· Managing files and documents
· Calendaring
· excellent typing up to 40 wpm
· Work and interact well with co-worker, clients and courts.
· Detail-oriented, organized, motivated and dependable
· Prepare and sort documents
· Great oral, communicational skills as well as spelling and grammar.
· Colorado Commission Notary Certified 
· Lexis Nexis Software certified
· Microsoft office Certified

Legal Internships 
City of Aurora Attorney
· 7 day trial preparation for work study course, 3/2012-3/2012

Colorado Legal Services
· Colorado Legal Services for one year, 3/2011-3/2012
· Dealing with appointments, walk-ins client in-take.
· Work one on one with the attorneys at the end of the day.



 Familiar with the following Legal Software:
· CLS
· Word Perfect
· LexisNexis file and serve
· ICCES
· PACER






Regional Transportation District                                                                     February 2013/July2013
Mailroom Clerk
Responsible for delivery of revenue and non-revenue items, customer service, execute scheduled service changes of RTD schedule and route information and maintain stop information. Receive and maintain timetable inventory, prepare orders for delivery or mail-out. Receives and sorts parcels and mail by department, floor and mail station in preparation for distribution. Collects and delivers both internal and external parcels, bulk and regular mail, lost and found items, sorted mail. Helps to develop and follows assigned routes for scheduled mail distribution. Develops and maintains up to date knowledge of postal services and regulations, express mail services and fees and other related parcel and mail distribution services. Provides employees with information about regular and express mail services and costs.

Regional Transportation District                                                                      September 2013/ July 2014
Mobile Tech Parts/Data Entry Clerk 
Maintaining, receiving, shipping, and transferring of MTG equipment, parts, materials, and supplies Verifies asset numbers and serial numbers coincide with RTD’s MAXIMUS database, Oracle, Microsoft Office, Adobe acrobat, and Adobe PDF. Tracks serial numbers of equipment sent to vendors, billing clarification, Stocking shelves and stock relocation, issuing parts and materials to a variety of maintenance and office personnel, Return unused parts and materials to stock, Completion of parts requisitions and other inventory control documentation, Parts inventory to include cycle counts, and Research parts catalogs for required parts.


Pre-judgment and Post judgment paralegal 
Silverman & Borenstein, PLLC Law Firm                                                             July 2011-March2013 
Preparing legal documents; drafting pleadings; cover letters, paper filing and E-filing state and district with Colorado, New Mexico and Wyoming, requesting filing fee checks for others states; generating spread sheets, calendaring for the lawyers; requesting documents from clients; Litigation and deposition, HOA regulations, foreclosure and bankruptcy preparing Motion Default Judgment, most of all meeting all deadlines. Using various software applications such as CLS, Microsoft office, Outlook, PowerPoint, ICCES, Nexus, Acrobat X, and Adobe PDF. For some Federal fillings. Various Conversion software.     

Laboratory Corporation of America/Esoteric,                                                   January 2008/March 2011
File Clerk/Medical Courier and supply clerk
Duties include: Organizing files and data entry in the office, perform interviews, serves as an office receptionist to greet telephone callers and visitors. Through knowledgeable and tactful questioning, determines customers' needs to answer questions; directs callers and visitors to appropriate staff members as necessary.
Also, Process all incoming media orders including, scanning carton barcodes and locations, storing items in record center, downloading scanned information, investigating and resolving all exceptions and, at times, closing the order in Safe keeper system. Driving on a route on M-F picking up specimens from clinics, private practice, hospitals, home nurses, Opens and delivers mail to proper recipients. Assists with special projects, e.g., bulk mailings and special events. Assists with resident calls for emergency assistance. Assists in assuring that all resident file are cleaned out regularly with only three years of previous paperwork on adjustments, recertification’s and correspondence and basic application information in all files, as directed by supervisor and etc.




Whitehouse Group homes                                                                                             2007/ 2008
Guardian Respite, Part time Parent Guardian.
Duties include: Supervising teen Boys from ages 12-17 years making sure the home run on as normal as possible making sure the boys would make it to school on time to doing homework, making their court dates visits with their parents, lawyers, and random.
Syma Food Warehouse                                                                                                  2008/ 2007 
File Clerk
Assist with merchandise returns-load and service product in vehicle, Perform routine service calls and product exchanges, Clean and certify merchandise in the Certification Zone for all items personally returned, Maintaining the stores warehouse in a neat and orderly manner, Assist in maintaining the showroom floor as per company guidelines, Safely operate delivery vehicle, Document all vehicle movement on daily route sheets, Conduct daily inspection of assigned delivery vehicle to ensure safety and maintenance guidelines are met, Confirm customer identification, collect money and obtain customers signature on lease agreements and Assist in field marketing programs as requested by store management.
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