	LAURA J. HUTSON							     14850 Tanner Trail ◆ Elbert, CO  80106 ◆ (817) 694-5081 cell ◆ laurajohnson1220@att.net

Qualifications:
· 5+ years’ experience as petroleum landman
· 10+ years’ experience in a law firm or corporate legal department as a legal secretary and/or legal assistant including experience supporting executive management
· Proven ability to handle confidential and sensitive information with discretion
· Professional demeanor and ability to interact with all levels of an organization
· Highly organized with the ability to handle multiple tasks and changing priorities while maintaining high degree of accuracy
· Excellent written and verbal skills, with ability to complete basic drafting, editing and proofreading
· Experienced with Microsoft Applications including Word, Excel, Outlook
Areas of Expertise  
[bookmark: _GoBack]Real Estate Title Examination and Reporting; Runsheets and Abstracting; Recording and Curative; Lease Analysis; Title Opinion Analysis; Oil and Gas Lease & Option Negotiations; Administrative Assistance; Legal Assistance

Professional Experience  

February 2014 – Present ◆ Independent Contractor – Petroleum Landman –Provide project assistance for Oil and Gas clients in connection title searching; curative; lease analysis; title opinion analysis and preparation of curative summaries; spreadsheet reporting; digitizing filing systems; scanning, editing Adobe files.

June 1, 2013 – August 28, 2013 ◆ Title Officer – Fidelity National Title Group, Denver, Colorado - Review curative documentation produced in satisfaction of requirements on existing title commitments and revise commitments accordingly; research land, court and public records to determine devolution of title, encumbrances and liens; work with closers and lenders to assist in achieving smooth transaction for all to closing.

June 2012  - June 1, 2013 ◆ Post Commitment Examiner – Fidelity National Title Group, Arlington, Texas. – Review curative documentation produced in satisfaction of requirements on existing title commitments; research land, court and public records to determine devolution of title, encumbrances and liens; review residential and commercial surveys; work with closers and lenders to assist in achieving smooth transaction for all to closing.

March 2008 - May 2012 ◆ Petroleum Landman - WSH Land, LLC, Fort Worth, Texas for clients’ interests in the Barnett Shale.  Perform title abstract research of public records; grantor/grantee indexes, probate, geneology; to determine devolution of title; mineral interest, royalty interest, and prepare runsheets for reporting of same.  Perform curative assistance in connection with the satisfaction of title requirements on existing oil and gas leases; Negotiate leases and draft lease documents; Research public land records for devolution documents associated with the release or subordination of liens, prepare correspondence and subordination documents in connection with the coordination of releases or subordinations with lending institutions.

October 2004 - June 2007 ◆ Administrative Assistant – Lear Siegler Services, Inc. – Texarkana, Texas. 

◆ Quality Assurance Clerk:  Provide quality records management support to Federal Contractor, Red River Army Depot.  Prepare Jacket Files and log books consisting of all historical records in connection with the overhaul process of military vehicles.  Provide file maintenance and research assistance.
◆ Administrative Assistant/Production Control Clerk – LSI Site Office:  Provide administrative assistance to the Site Supervisor and Assistant Site Supervisor of a federal contractor, supporting approximately 400 employees

August 2003 - June 2004 ◆ Legal Assistant – Walsh Healthcare Solutions – Texarkana, Texas
Provided administrative assistance to the Senior Vice President, General Counsel in connection with various general legal documentation, correspondence, file maintenance, maintenance of corporate minute books, drafting of various resolutions, notices of meetings, etc., maintain bankruptcy files including obtaining information for claims, completing claim forms and calendaring deadlines, maintain trust documents, real estate owned and leased matters, facilitate application and renewal of state and federal distributor licenses and various secretary of state matters.

June 2001 – December 2002 ◆ Legal Assistant – Folkestad & Fazekas, P.C. – Castle Rock, Colorado
Provided detail oriented administrative assistance to senior partner in a fast-paced legal environment in connection with real estate, estate planning, probate, special districts, and various transactional matters including drafting and preparation of agreements, contracts, promissory notes, deeds of trust and various instruments; drafting and preparation of wills, trusts and conservation easements; formation of business entities including the preparation of articles, bylaws, certificates of incorporation, partnership agreements, and monitor state filing requirements; prepare general correspondence and transcription, appointment scheduling and calendaring.

February 2000 – May 2001 ◆ Legal Secretary – AT&T Broadband – Englewood, Colorado
Provided detail oriented administrative assistance to associate general counsel and two senior attorneys in the commercial real estate law department, drafted promissory notes, deeds of trust, and other real estate transaction documentation, as well as general legal transcription of correspondence and legal documents. File management, appointment scheduling, calendaring, and time keeping.

August 1998 – February 2000 ◆ Legal Secretary – Engel Reiman & Lockwood PC – Englewood, Colorado
Provided detail oriented administrative assistance to partner and associates in a fast-paced legal environment in connection with the drafting and preparation of real estate transactional documents including agreements, contracts, promissory notes, deeds of trust and other various instruments. Prepared estate planning, probate and asset protection documents. Assisted in the formation and maintenance of corporate entities including drafting of organizational documents, minutes, consents and partnership agreements; maintained corporate records including the monitoring of state filing requirements; general legal transcription, correspondence and file management.

March 1997 – July 1998 ◆ Executive Legal Secretary – Great West Life & Annuity – Englewood, Colorado
Provided detail oriented administrative assistance to the Senior Vice President, General Counsel and Secretary in a confidential corporate environment.  Assisted with the preparation of meeting materials for Board of Directors and Committee meetings.  Maintained corporate minute books for the corporation and subsidiaries.  Prepared certified resolutions, correspondence, memoranda, as well as the transcription of various word processing. 

June 1992 – March 1997 ◆ Legal Secretary –Hutchinson Black & Cook, LLC – Boulder, Colorado
Provided detail oriented administrative assistance to partner and associates in a fast-paced legal environment in connection with the drafting and preparation of real estate transactional documents including agreements, contracts, promissory notes, deeds and other various instruments. Drafted and prepared estate planning documents; assisted in the organization and maintenance of corporate entities, including the drafting of formation documents, maintenance of corporate records and the monitoring of filing requirements, drafting of minutes, consents, partnership agreements; various transcription, drafting of correspondence, and file management.

