Miriam B. Chapen

 134 S. Saulsbury St. Lakewood Co 80226 720-436-3131
Email: mbchapen@gmail.com
Skills

·  Microsoft Office Suite: Word, Excel, Outlook, Access, PowerPoint 

· Trained in ECF, Lexis Nexis File and Serve

· Westlaw Certified
· 45-60wpm
· Participated in Colorado Notary Training 

· Knowledgeable with legal software: Tabs 3, Abacus, Case Map, Time Slips, Case Soft
Education

Arapahoe Community College



Graduated May 2010


Paralegal, AAS Degree 


Phi Theta Kappa, 3.66 GPA 

Work Experience

Target







May 2011-Current


Sales Floor Team Member
· Provide exceptional guest service
· Manage large amounts of merchandise 

· Performing daily tasks in a fast, fun and friendly manor


Tharco Container





Oct 2006-Dec 2008

Shipping Processor/Office Administrator 

· Organized daily work load for warehouse personnel 

· Coordinated office work load 
· Responsible for training staff on computer systems  

TrueLogic Financial Corporation 
Oct 2005-Sept 2006

Collections Specialist

· Called debtors and arranged for payments as a third party debt collector

· Winner of a Truelogic Financial Kudos award for professionalism in handling a threatening phone call
Kelly Services





Nov 1997 – Oct 2005


Contract Administrative Assistant
· Provided professional administrative assistance to clients
· Clients included:

· Qwest Communications, Team Lead

· Managed and trained data entry employees

· Wrote training manuals for Procurement Department
· Managed daily workload

· WantTV, Customer Service

· Trained new employees

· Assisted in daily issues with television service

· GE Capital Mortgage Corp., Data Entry

· Data Entry Mortgage Loans

· Consistent perfect score (Six Sigma) winner
