Meraj Abdul-Qadir

RESUME

Meraj Abdul-Qadir, CP

19965 East Stanford Drive

Centennial, Colorado 80015

720.837.7805 Cell Phone

meraj731@gmail.com

EDUCATION AND CERTIFICATION
University of Colorado

Colorado Springs, Colorado

Bachelor of Arts Degree:  Communication, August 1994  
National Association of Legal Assistants - Paralegal Certificate,  May 1990

Awarded National Certification as a Paralegal and authority to use CP (Certified Paralegal) designation.

EXPERIENCE

Business and Paralegal Services – Denver, Colorado
July 2011 – Present

· Provide high level litigation paralegal support to attorneys.  Draft pleadings and documents; manage dockets, document summaries, electronic filing and service, draft discovery responses and trial preparation. Office management duties include procurement, Quickbooks, accounts payable and accounts receivables.
Qwest Corporation – Denver, Colorado 
October 1998 – May 2011

Qwest Corporation







Lead  Paralegal 
August 2007 – May 2011
· Prepared and filed discovery responses to compliance and legal interrogatories from regulatory agencies and competitors throughout the United States with attention to detail, accuracy and uniformity with corporate policy and strategy.  Exercised a high level of confidentiality and tact; and developed and maintained excellent working relationships with regulatory agency personnel, corporate executives, attorneys, public policy experts and witnesses.
· Developed lobbying and gifts and gratuities repository; extensive research of lobbying laws throughout United States; prepared summaries of laws and regulations and maintained database of lobbying laws on SharePoint site. 

Qwest Corporation 
March 2006 – August 2007

Senior EEO Representative
· Analyzed complaints from employees and other client groups; replied to complaints and delegated appropriate matters for investigation or negotiated with various client groups to address and resolve the issue. Analyzed forensic evidence and reported or made recommendations regarding possible corporate policy or legal violations based upon self-conducted interviews or analysis of forensic material.

· Provided employees, including all levels of management, labor and human resources, with information and interpretation of EEO policies and procedures;  reviewed the actions of employees at all levels and provided an evaluation as to whether such actions conformed to EEO policies, procedures and regulations; reviewed, analyzed and interpreted EEO policies, procedures and guidelines in use by the organization.
· Negotiated with management, human resources and labor regarding resolution strategy, methods and actions to be taken, if any; extensive fact gathering and research; extensive investigative responsibilities; conducted legal research; developed and maintained professional relationships and worked extensively with all levels of employees.
US West/Qwest Corporation – Denver, Colorado
              
    October 1998 – March 2006                 

Lead Paralegal
· Interconnection Contract Paralegal: Interconnection contract administration; reviewed and prepared amendments to contracts; monitored and managed contracts from submittal through approval, amendment and close at end of contract term.

· Project management of deregulation proceedings; hired and supervised nine temporary paralegals for document production and physical and electronic production to FCC, including development and population of website for FCC.

· Investigated complaints; analyzed issues and areas of factual dispute; prepared preliminary analyses of issues and prepared internal memoranda.

Senn, Lewis, Visciano & Strahle – Denver, Colorado 
November 1996 – October 1998

Paralegal  

· Extensive commercial collections from first contact and first notice letters, drafted complaints,  skip traced corporate officers; prepared discovery requests and responses through court action.  Interaction with clients, adverse parties and court personnel.  Extensive document review; prepared privilege lists; drafted and responded to discovery.

· Commercial litigation and transactions, real estate and patent issues.  Extensive legal and factual research; assisted with patent application; investigative responsibilities.
Junior Achievement – Colorado Springs, Colorado
September 1995 – November 1996                         

Executive Assistant to Senior Vice President 
· Provided leadership to support staff and delegated work; ensured completion of tasks by staff and maintained departmental budget. 

Buchanan, Jurdem & Zulauf – Denver, Colorado  
August 1994 – May 1995
Litigation Paralegal
· Provided paralegal support in complex litigation matters, class actions, environmental and personal injury matters.  All phases of trial preparation and attendance; conducted extensive investigative tasks, client interviews, deposition summaries and legal and factual research.

James L. Merrill, Attorneys at Law – Colorado Springs, CO 
September 1988 – August 1994
Environmental Paralegal


· Provided high level paralegal support in complex environmental, civil and commercial litigation matters, right-of-way acquisitions, environmental law, water law, and real estate matters. Land and groundwater contamination litigation involving impact on real estate development, health issues of numerous families and questions of liability of numerous parties, including federal and state officials.  Extensive interaction with EPA and other federal and state agencies.  Performed title examinations. 
· Developed client employee and workplace training and compliance program; researched legal and factual questions; extensive and complex investigatory responsibilities; researched and summarized laws and regulations; deposition and testimony summaries; conducted preliminary site assessments for clients to assist in compliance with OSHA and environmental laws and conducted legislative tracking.

RELEVANT SKILLS

· Experience as transactional and litigation paralegal in commercial, civil and environmental matters.
· Significant experience responding to large volumes of interrogatories and discovery requests from state and federal agencies and adverse parties.  

· Investigated EEO and code of conduct allegations and infractions; developed and presented EEO and OSHA workplace training programs.
· Extensive experience performing high level paralegal duties, including resolving highly complex issues, investigations, interviewing, legal and factual research,  managing highly confidential information, and document and deposition summaries.
· Proficient command of Lexis, Word, PowerPoint, Excel, and SharePoint.  
BOARD MEMBERSHIP and Community Volunteerism
Executive Director, Ansar Pantry – October 2008 through Present:  Manage all operations of a food bank to ensure excellence in product content as well as functional efficiency and financial stability.

· Provide leadership, direction and oversight of food bank operations, responsible for development and implementation of strategic plan; direct culture of organization; development and fundraising, budgeting, human resources matters, volunteer development and retention, training, and compliance with applicable county, state and federal laws. 

Member of Board of Trustees, MetroCarering – First Term - May 2008 through May 2011;

Second Term - May 2011 through May 2014.
REFERENCES
Available upon request. 
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