
Josephine M. Arwood

17618 West Fourteenth Avenue, Apt. 8
Golden, CO 80401
(303) 999 – 9381 

josephine.arwood@gmail.com

EDUCATION




    







May 2005 – August 2005

           
      University of San Diego, San Diego, CA

Paralegal Program Certificate (ABA Approved)

Specialty: General Litigation

Coursework: Introduction to Law; Legal Research & Writing; Civil Litigation; Family Law; Criminal Law; Contracts; Computers in the Law Office; Internship (40 Hours)

September 2002 – May 2005

         San Diego State University, San Diego, CA

Bachelor of Science in Public Administration, Emphasis: Criminal Justice, 3.11 G.P.A.

Dean’s List Fall Semester 2004

WORK EXPERIENCE











DaVita
HealthCare Partners Inc., Colorado
             

 December 2013 – June 2014


Paralegal

Practice areas:

· Prepare Medical Director Agreements for review and negotiation with physicians/groups and Joint Venture partners

· Prepare ancillary agreements to enable partnerships with DaVita and outside vendors

· Negotiate agreement terms  of Agreements
· Create and maintain working relationships with outside counsel, business partners and internal operations teams
· Assist compliance department with ensuring proper licenses and credentials for physicians/groups
Robert Half Legal, Colorado



  September 2013 – December 2013

Contract Paralegal

· Prepare Medical Director Agreements for review and negotiation with physicians/groups and Joint Venture partners

· Prepare ancillary agreements to enable partnerships with DaVita and outside vendors

· Negotiate agreement terms  of Agreements

· Assist with litigation and discovery projects

Drumm Law, LLC., Colorado



             April 2013 – September 2013
Paralegal

Practice areas:

· Assist with Franchise Disclosure Document and accompanying agreement review and annual updates

· Prepare IP tracking charts

Einstein and Noah Restaurant Group, Inc., Colorado
         Sept. 2011 – April 2013

Paralegal

Practice areas:

· Maintain Franchise and License files
· Interact with Franchise and License Partners regarding status of renewal and amendments to their respective agreements
· Create and maintain calendar system for Franchise and License agreement renewals
· Create and maintain working relationships with outside counsel, business partners and internal sales teams
· File corporate documents with the Secretary of State in various States
Brown & Kannady, LLC., Colorado

    
       October 2010 – September 2011 

Paralegal/Legal Assistant
Practice areas: General Administrative Duties, Franchise and Trademark Filings:

· Input billing information into billing system, prepare and transmit client billing statements, accept and process client payments, maintain general firm and COLTAF accounting
· Interact with clients via telephone calls, e-mails and face to face meetings regarding account status and billing queries
· Preparation and transmittal of business franchise registration applications to clients and appropriate state agencies
· Create and maintain internal franchise management systems
· File trademark documents with USPTO
· Interact with clients regarding trademark, franchise registration and Colorado Secretary of State filing status and filing needs
Snell & Wilmer L.L.P., Colorado

       
     February 2007 – September 2010
Paralegal Assistant
Practice areas: Trademark and Franchise Filings:

· File trademark applications and various documents with USPTO
· Create and maintain internal trademark management systems
· Interact with clients regarding trademark filing status and filing needs
· Preparation and transmittal of business franchise registration applications to clients and appropriate state agencies
· Manage business franchise registration files
Practice areas: Products Liability Litigation:

· Management of Electronic and hard copy case files in large litigation
· Manage and update Expert/Fact Witness and Discovery files
· Large document production and trial preparations
Jorgensen, Motycka & Lewis, P.C., Colorado            

  March 2006 – January 2007

Paralegal

Practice areas: Criminal Law, Personal Injury; Employment, Wills and Probate, Real Estate, Construction, Medical Malpractice, Tax and Family.

· Answering phones, interaction with clients, receiving payments
· Computer work (i.e. filing, updating client discovery/pleadings files)
· computing client losses
SKILLS












Microsoft Word, Microsoft Excel, Microsoft Powerpoint, TimeSlips, TABS, CABO, Adobe Reader/Viewer/Pro, FileSite
Notary Public

