HEIDI BENHAM

2794 Lee Hill Drive, Boulder, CO  80302 ( (720)329-4249  (  in2mtns@yahoo.com
Qualifications

Professional Profile

A tenacious, goal-driven performer offering more than 20 years of heavy office management, paralegal/secretarial and assistance experience in the California, Nevada, and Colorado legal and medical fields.  Able to meet the demands of a fast-paced, deadline-oriented environment and maintain a positive attitude under extreme pressure.  Seeks to apply exceptional skills to new and possibly different challenges.  

Areas of Expertise

Maintain Various Calendars

Research


Phones

Client Relations


Troubleshooting

Business Management

Project Development


Personnel Management
Software Knowledge

Dictation



Draft Documents

Heavy Litigation

Speedwriting



Estate Planning

Travel Arrangements

Professional History

Specialized in the Personal Injury/Medical Malpractice, Criminal and Domestic Law Litigation, Estate Planning fields.

Draft complex letters and legal documents including but not limited to complaints, discovery requests, discovery answers, etc.

Extensive knowledge of computer software programs.

Able to train office staff on new software programs.

Take daily dictation.

Maintain complex ever-changing calendars, including travel arrangements for two or more people.

Trial preparation.

Organize and maintain files.

Create database of forms and clients lists.

Track and order office supplies as necessary

Accounts Payable/Receivable

Payroll

Knowledge of Microsoft Word, Daytimer, Outlook, WordPerfect 6.1, Power Point, Excel, Summation, Windows and Groupwise 4.1., Tabs,  Amicus

Assist others with their workloads.

Excellent people/client skills.

Professional History

Seasonal Farmer
LPM Enterprise, LLC




2010 – 2011

Legal Assistant
Shelly D. Merritt, P.C.



7/1/2007 -6/2009

Paralegal

Stevens, Littman, Biddison, et al., Boulder, CO
7/2/2003 – 5/31/2007

Legal Assistant
Hutchinson, Black & Cook, LLC, Boulder, CO
12/2001 – 7/2003

Legal Secretary
Vranesh & Raisch, Boulder, CO


2/2001 – 10/2001

Legal Assistant
Robison, Belaustegui, Sharp & Low, Reno, NV
11/1999 – 1/2001

Legal Secretary/
Barber, Klearman & Associates, Reno, NV

1996 – 10/1999

Office Manager

Legal Secretary
Reno City Attorney’s Office
, Reno, NV

4/1996 - 11/1996

Legal Secretary
Hawkins, Folsom, Muir & Kelly, Reno, NV

1992 - 1996

Legal Secretary
Lister, Guckenberger & Martin, CA


4/1992 - 6/1992

Education

Watterson College/Pasadena, CA

Mesa College, AA in Literature

