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EMPLOYMENT

Independent Contractor:                                                                              2012-Present
         Executive Legal Assistant to General Counsel – media industry
· Schedule meetings, calendaring, generate reports for accounting
· Accounts Payable tracking
Legal Assistant – Oil and Gas, Estate Planning
· Prepare documents, transcription, filing, corporate filings
         Administrative Assistant – Hospital Administration
· Answer phones, greet guests, and schedule meetings
· Various administrative responsibilities for C-level executives
       
Office of the Attorney General, State of Colorado                                           2011-2012
Administrative Assistant II 
· Support Solicitor General, Assistant Solicitor General, and others when necessary
· Scheduled and arranged meetings, including catering
· Coordinated travel arrangements 
·  Prepared and processed expense reports
· Managed multiple calendars and docketing court dates
· Electronically filed incoming documents and e-mails
· Managed data base and distribution of bills for review from the House and Senate
· Drafted and finalized various legal documents and correspondence
· Reviewed legal documents from the courts for dissemination
· Interfaced with various business unit managers
· Implemented my idea for a new data base for attorneys to access
· Scheduled CLEs for the DOL and submitted ideas for new CLEs 
 
Xcel Energy, Legal Services, Denver                                                                 2008-2010
Legal Secretary II / Administrative Assistant
· Supported Managing Attorney, Assistant General Counsel (2), and senior executives
· Reconciled credit card accounts and processed expense reports
· Scheduled and arranged meetings, including catering
· Coordinated travel arrangements (including cars, hotels, commercial airlines
     and corporate jet) on-line and through travel agency
· Managed several busy telephone lines
· Entered record keepers’ time monthly 
· Managed multiple calendars and docketing court dates
· Purchased Office Supplies
· Electronically filed incoming documents and e-mails and established system
· Initiated appropriate action when attorneys were unavailable
· Drafted and finalized various legal documents and correspondence
· Reviewed legal documents
· Assimilated data from various sources for budget and status reports 
· Interfaced extensively with various business unit managers and with outside counsel
· Implemented a less-timing solution for indexing off-site files in storage
· Assisted with team building projects and planning the offsite meeting for the legal and claims departments for 100 people
 
Independent Contractor, Denver                                                       2005-2008
Legal Assistant/Paralegal                                                                                     
· Scheduled and setup meetings; calendaring; docketing court dates; document title research
· Coordinated travel arrangements (domestic and international)
· Supported from two to five attorneys 
· Drafted and prepared various legal documents and correspondence
· Prepared and processed A/P and A/R reports, maintained office and trust accounts
· [bookmark: OLE_LINK2][bookmark: OLE_LINK1]Prepared and filed federal and state quarterly and monthly reports, filed annual reports with secretary of state, prepare monthly P&L reports for partners
· Areas of law:  real estate, personal injury, insurance defense, litigation real estate, water law, transactional, construction defects, personal injury civil litigation, insurance defense, environmental, contract reviews, estate administration/probate and employment law.
  
Harold D. Torgan, Esq., Denver                                                                         1993-2005
Legal Secretary/Personal Assistant
· Prepared estate administration documents and tax forms for filing  
· Scheduled and coordinated execution of documents
· Maintained office and trust accounts; prepared billing statements 
· Extensive client contact; researched property title
  
EDUCATION

Riverside Community College, Riverside, CA
Bryan College of Court Reporting, Los Angeles, CA
Seminars for Managing Employees
Colorado Real Estate License – Sales (inactive)
 
COMPUTER SKILLS

Proficient in WordPerfect, Word, Outlook, Excel, PowerPoint, Adobe and E-filing; others – Access, Soft Solutions, Group Wise, Quickbooks, Timeslips, Tabs, CMS, MacPac, Worldox, WinVantage, Comparite, Omega, Sleuth.

Notary

