KENNETH R. LOPEZ
5711 W. 92nd Ave, # 6

Westminster CO 80031

720. 435.1668
Lopezk65@gmail.com
Paralegal/Investigations 
HIGHLIGHTS OF QUALIFICATIONS
· Effective communicator, both written and verbal. 

· Team player and independent worker as required. 

· Strong attention to detail and proof reading skills. 

· Detail oriented and highly organized.

· Strong computer skills and aptitude. 
PROFESSIONAL EXPERIENCE
ADMINISTRATIVE SUPPORT ASSISTANT IV (On Call)

Denver Human Services, Denver, Colorado



2013 - 2014 

Providing assistance, service and protection to Denver’s most vulnerable residents.

Document Imaging Department

· Reviews and evaluates forms, applications, computations, documents, and/or other information. 

· Prepare and process documents and other forms in accordance with department standards and precedents or other specialized/technical procedures. 

· Scan document Images by use of CapturePerfect 3.0 software. 

· Index document Images by use of Work Management System (WMS) software.
COMPLIANCE ANALYST - CONTRACT
Western Union, Englewood, Colorado 
 

                      
2012 – 2013 
A global leader in foreign exchange and international payments. With industry expertise and market-leading technology, helping companies and individuals to deliver funds faster.
,

Commercial Global Due Diligence Department
· Responsible for following Global Due Diligence (GDD) specific procedures for processing new and renewal product requests.

· Ensure compliance per Financial Crimes Enforcement Network (FINCEN), Financial Action Task Force (FATF) and Office of Foreign Assets control (OFAC).

· Background checks for new and renewal agents and businesses requesting Western Union products per risk management web portals such as Lexis/Nexis, RDC, GIS and G2.  

· Complex contract, questionnaire and corresponding document analysis to ensure all necessary information is complete to recertify Western Union agents. 
ADMINISTRATIVE ASSISTANT – CONTRACT
Arapahoe County Government, Littleton, Colorado                         
2012 – 2012 
The Department of Human Services is committed to offering financial assistance and protective services to children, families, the elderly and disabled adults in our community. 
Department of Human Services
· Process applications for Adults without Dependent Children (AWDC) program. 

· Entering applicant information into complex computer systems and analyzing such information against other public assistant programs and related regulations.   

· Research applicants per state programs using CBMS, CICS/DOLE and SAVE programs.

· Rotation response to voice mail and remedy tickets.

PARALEGAL – CONTRACT

Dept. of Revenue, Denver, Colorado                                    
2011 – 2012

Providing exceptional service in an effective and fair manner that instills public confidence while fulfilling duties to collect revenues, license qualified persons and enforce the laws of Colorado. 
Medical Marijuana Enforcement Division

· Draft Notice of Proposed Denials and Denial Notices for Businesses & Individual. 

· Process Business and Individual Withdrawal Notices & Notices to local authorities.  

· Ensure Title 12-43.3, CRS Colorado “Medical Marijuana Code” compliance.

· Research and review state, county and city records search.

COMPLIANCE ANALYST – CONTRACT
First Data Merchant Services, Lakewood, Colorado                       
2011 – 2011

Shaping the future of global commerce by delivering the world’s most secure and innovative payment solutions.
OFAC/Government Sanction Compliance Department

· Ensure Office of Foreign Assets compliance.

· Merchant skip trace per LexisNexis.

· Government Sanctions Solutions platform (GSS) research.

· Customer Maintenance System (CMS) merchant research. 
PARALEGAL – CONTRACT
Dept. of Regulatory Agencies, Denver, Colorado                             
2010 – 2011

To provide consumer protection through licensure and enforcement of over 49 professions, occupations and businesses in the state of Colorado.
Division of Registrations

· RN, CNA & LPN nurse renewal licensing.

· Nurse renewal application background web-portal research through Health Insurance Portability and Accountability Act (HIPPA). 

· Ensure Title 12 Article 38 CRS compliance.

· Research through National, State, County and City records search programs.

PARALEGAL – CONTRACT
Colorado Dept. of Education, Denver Colorado                              
2010 - 2010  

The Colorado Department of Education is committed to improving and supporting the effectiveness of educators across the state.

Licensure Department
· Educator renewal licensing.
· Renewal application background investigation.

· Ensure Title 22 Article 60 CRS compliance.

· Research through National, State, County and City records search programs.

PROCESS SERVER
Clark County District Attorney’s Office, Las Vegas, Nevada               
2004 – 2010

The legal branch of local government representing the Clark County Commission and other county agencies in administrative and litigation matters.

Prosecution Team L-5  

· Locate and execute process of service on victims & witnesses for preliminary court date hearings.

· Legal investigative research. 

· Draft Subpoena, legal reports and case management.

· Correspondence with Federal, State, County, Casino security and local law enforcement agencies. 
LEGAL OFFICE ASSISTANT II
Clark County District Attorney’s Office, Las Vegas, Nevada               
2001 - 2004   

The Bad Check Unit is a specialty team under the Criminal Division of District Attorney’s Office.

 Bad Check Unit

· Maintain and update wanted persons data in the National Crime Information Center. (NCIC)
· Legal investigative research. 

· High volume case management and retention. 

· Correspondence with Federal, State, County, Casino collections and local law enforcement.
EDUCATION 

ABA Approved Paralegal Associates of Arts

Kaplan College, Las Vegas, NV

ABA Approved Paralegal Certificate

Platt College, Ontario, CA
COMPUTER SKILLS
· Computerized Law research: LexisNexis, NCIC, CBI, RDC and Justice Link – proficient. 

· Office Applications: Collections Master Software (CLS), Colorado state courts research and county court records – familiar. 

· Microsoft Office: Microsoft word 2010, Microsoft Excel 2010 - proficient

· Internet: Explorer and Google Chrome –proficient 

· E-Mail Programs: Microsoft Outlook, Microsoft exchange, and others – Proficient. 
