LARA LYNN BUTLER
11310 MELODY DRIVE APT. 6-307 NORTHGLENN, CO  80234
720-737-8950
------------------------------------------------------------------------------------------------------------------------------------------------------

PARALEGAL/LEGAL ASSISTANT 

------------------------------------------------------------------------------------------------------------------------------------------------------

Experienced Legal Assistant with excellent office skills and client relation skills seeking a position within a legal department where a working knowledge of legal terminology, general law, and legal proceedings will be fully utilized and expanded.  I have experience in the following areas:

Civil Litigation…Corporate…Wills & Estates…Contracts…
Personal Injury...Worker’s Compensation…Real Estate…Family Court…Bankruptcy…Criminal…Traffic…Marital…Negligence…..Collections
Detailed-oriented with excellent research, investigative, and reporting skills

Exercise independent judgment and decision-making abilities, a high level of confidentiality,
and uphold the ethical standards of the legal profession

Windows XP, Word Perfect 8.0, Outlook, Excel, Westlaw, IICLE,
Time Slips, Abacus Law/Accounting, PACER, Forms of Bankruptcy, Transcription
------------------------------------------------------------------------------------------------------------------------------------------------------
PROFESSIONAL EXPERIENCE

Paralegal- Bolen, Robinson & Ellis, LLP, Decatur, Illinois
04/2008-06/21/13
· Report directly to four attorneys with broad ranged responsibilities that encompass the timely and complex preparation of cases from pleadings to discovery to a trial phase.
· Coordinate multifaceted office functions encompassing court calendar management, retain court reporters and conference rooms for deposition proceedings.
· Liaison between attorneys, clients, healthcare providers, insurance carriers, law firms and government agencies. 

· Ensure open lines of communication and satisfaction of deadlines through execution of dated correspondence.
· Perform computerized research to gather case-relevant data and materials

· Prepare content-specific case files for attorneys reflecting supporting forms. documentation, and photographs to use during client presentations, and index cross-reference network database information.
· Help prepare and assemble civil appellate briefs.
· File and serve legal documents.
Paralegal- Kehart, Peckert & Booth, LLC, Decatur, Illinois
04/2002-4/2008

· Prepared simple to moderately complex legal documents, briefs, contracts, agreements, pleadings, and court papers and correspondence.
· Organized and maintained files.

· Maintained time records for billing purposes.

· Performed extensive client contact.

· Provided administrative support.
· Prepared general correspondence, typing and proofreading documents.

· Provided timely and accurate processing of all work requests.

Legal Assistant – Kanoski & Associates, Decatur, Illinois 

01/2002-4/2002

· Handle large case load of worker’s compensation and personal injury files.
· Meet personally with new clients and take precise notes.
· Sign up potential new clients who have hired the law firm to handle their case.
· Order medical records and bills and pertinent documents.
· Maintain extensive client contact and provide administrative support.
· Keep files maintained and organized.
Multiple Positions as a Temp – Kelly Services, Decatur, Illinois 
8/1994-2/2001

· Long Term Assignment as a City Clerk in the Engineering Dept. for the City of Decatur. 

· Long term assignment as a Billing Clerk for Enloe Drugs. 
· Long term assignment as a Supervisor in the office at Kelly Services.
· Long term assignment as a Legal Assistant for McCarthy Rowden & Baker.
· Short term assignment as Secretary to the CEO of Archer Daniels Midland
EDUCATION

Stephen Decatur High School

Decatur, Illinois 1982-1986

General Studies, Accounting, Data Processing

Richland Community College

Decatur, Illinois 1986-1987

Business, Accounting, Data Processing, English
REFERENCES 

Christopher M. Ellis, Partner Attorney at Bolen, Robinson & Ellis

Decatur, Illinois 217-972-1905

Jeremy Current, Investigator at Holland & Groves, St. Louis, MO/

Bolen, Robinson & Ellis Decatur, Illinois 217-358-2110

Shane M. Mendenhall, Attorney at Bolen, Robinson & Ellis, 

Decatur, Illinois 217-429-4296 
