VALERIE WICKEY
2927 W. 119th Ave., Unit 204
Westminster, CO  80234
Phone: 303.429.1141
Cell:     303.947.2750
E-mail: vwickey@msn.com

SUMMARY/DUTIES:
I am a hardworking, highly motivated individual who is looking for a new and rewarding challenge.  
[bookmark: _GoBack]My career experience is heavily measured in computer skills and customer service interaction.  After working in the restaurant business while still in high school and after graduation, I decided to explore new opportunities.  While working as an Assistant to three Title Officers for Chicago Title Insurance Company I quickly learned how important it was to be organized and efficient.  My responsibilities primarily included creating title insurance documents for property sales and answering customer questions via phone calls.  While in the legal field I found myself utilizing many other skills, such as being very detail-oriented and accurate; using strong problem-solving skills; strong organizational skills; and strong decision-making skills.  I have always enjoyed working with people and have worked with many different personalities over the years.  I utilize my customer service skills and qualities on a daily basis.  I am a volunteer on the Board of Directors of my condominium association, and have been serving as the President of the association for 4 years. I was recently asked to serve another 2-year term.  I am also currently a volunteer at Denver Museum of Nature and Science in the temporary exhibits area, and have been volunteering for them for the past year.  
QUALIFICATIONS:
· 20+ years of experience 
· Very detail-oriented and accurate
· Strong problem-solving skills
· Strong decision-making skills
· Strong organizational skills
· Strong customer service skills
· Enjoy working with people; I have worked with a variety of different personalities
· Proficiency in multiple software programs:
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· 
· Microsoft Word
· WordPerfect
· Outlook
· Autonomy
· Excel
· PowerPoint
· TimeMap
· Olympus (transcription software)
· pdfDocs compareDocs (compare software)
· Nuance PDF ConverterPro
· Aderant Expert (time entry)
· AIA Construction Contracts
· In-house author database 
· In-house web page




WORK HISTORY:
Lead Word Processor
	Lewis Roca Rothgerber LLP, Denver CO				1/1984 – 1/2015
Some of my duties on a daily basis could include:
· Edit complex legal documents, including generating table of contents through use of styles and marking table of authorities
· Handle mass mailings using Word's merge functions
· Revise and edit Excel spreadsheets
· Create and edit PowerPoint presentations
· Create and edit flow charts and time lines
· Transcribe a variety of dictation via transcription software, including correspondence, memoranda, agreements, chronologies, briefs, voicemails, etc.
· Compare documents through use of compare software or track changes methods
· Using Nuance PDF ConverterPro, convert PDF documents to Word files; convert PDFs to fillable forms;  apply watermarks and bates stamps to PDFs
· Time entry
· Special license with the American Institute of Architects (AIA) to create and edit several different kinds of construction contracts based on their templates
· Responsible for maintaining in-house author database
· Responsible for maintaining and updating files on the in-house company website
· Be available to answer questions and help all personnel with any and all requests

Word Processor
	DeMuth & Kemp, Denver CO						8/1975 – 8/1983
· Responsibilities included creating and editing complex legal documents and all other office-related tasks including relief for receptionist.



Assistant to Title Officers
	Chicago Title Insurance Company, Denver CO				8/1973 – 8/1975
· Responsibilities included working closely with several Title Officers to create title insurance documents for property sales.
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