Robin Chand
13971 Eudora Street, Thornton, CO  80602
Phone 720-936-1715
ROBINCHAND@COMCAST.NET
COMPUTER SKILLS:
Microsoft Word, Microsoft Excel, Microsoft Outlook, Microsoft PowerPoint, Internet Explorer, Adobe Acrobat 7.0.
[bookmark: _GoBack]EXPERIENCE:	  
Research and draft court reports, pleadings; Drafting of documents, correspondence, contracts; gathering and reviewing of proposals/bids from contractors; general understating of commercial contruction.
EMPLOYMENT:

February 2011 – April 2012
The Receivers Inc. - Lakewood, Co
Executive Administrative Assistant/Office Manager
· Maintain program and contact list.
· Arrange meeting and conferences with company and clients.
· Maintain appointments, schedules, and calendars.
· Review and draft court pleadings, contracts, proposals/bids.
· Oversee office activities and schedules.
· Legal research.
· Gather, review, and contract with contractors for receivership estates.
· Serve as a primary office liaison contact.
· Proof read and correct correspondence and court pleadings.

November 2007 - November 2008
Sender & Wasserman, P.C. - Denver, CO
Paralegal
· Trial preparation. 
· Proof Reading of pleadings/documents.
· E-File of court pleadings.
· Drafting of court pleadings.
· Legal research.
· Wide-ranging paralegal duties, including, but not limited to, mailing of pleadings, correspondence; answering telephone calls/questions from clients, court and attorneys; managing/maintaining attorney calendar.

April 2005 - April 2007
Self Employed - Thornton, CO
Contract Bankruptcy Paralegal
· Preparation of Voluntary Petition.
· Drafting of Motions, Notices, and Certificate of Service along with all other subsequent pleadings.
· E-File of Voluntary Petition along with all other subsequent pleadings.
· Wide-ranging paralegal duties that include, but not limited to mailing of pleadings to all parties, contacting clients when further information is needed.

	July 2002 - April 2005
	United States Bankruptcy Court - Denver, CO
	Case Administrator 
· Docketed pleadings in Bankruptcy Cases and Adversary Proceedings.
· Communicated with attorneys regarding electronic case filing.
· Utilized automated reports to administer case management.
· Prepared summary entries and assured quality of all documents and proceedings entered on the automated case and adversary dockets.
· Verified entries made by attorneys were accurate and complete. 
· Responded to inquiries on case status.
· Provided non-legal procedural information and forms to persons desirous of filing petitions, claims and complaints at the counter, by telephone, or by letter to members of the general public and the bar regarding the status of bankruptcy actions pending before the Court.
· Assisted in maintaining database, such as the application of installment payments and the attorney address lists; performed follow up measures as needed concerning case initiations, dispositions and noticing.

EDUCATION:
2007 - 2010
Colorado Christian University - Northglenn, CO
· Bachelor of Arts in Elementary Education
2000 - 2002
Front Range Community College - Westminster, CO
· Paralegal Certificate
