	14744 Race St.•Thornton, CO 80602

	Phone 303-619-5653 • E-mail chavez.chavezg@gmail.com


Gabriela Chavez

	Objective

	
	To obtain a position as an CUSTOMER CARE REPRESENTATIVE



	Skills

	
	Proficient in Window’s based programs:

Microsoft Word

Microsoft Excel

Microsoft Access 

Microsoft Outlook

Data Entry/ Typing 45-WPM  



	Professional experience

	
	2000-Current
State of Colorado (OAC)
Denver, Colorado
Legal Technician V

Supervises all work compensation team docket clerks. Assists in the proper and timely processing of cases and other administrative law matters. Provides customer services and other case related information to the general public, law firms and DLE; including general and complex matters relating to the division, cases, rules and regulations of the department.  Assist Administrative Law Judges in maintaining and monitoring dockets, case assignment, case load, resets of workers compensation hearings and documents containing statutory and procedural deadlines. Assist Administrative Law Judges' in processing complex case matters and assists Administrative Law Judges in their work maintaining control over document having statutory and procedural deadlines.  Assist Administrative Law Judges' in complex cases processing matters as assigned. Research legal documents and sign off orders as Designee Clerk.  Assist in maintaining and monitoring Legal File System for workers compensation matters; includes assisting in any data entry on all case related information, orders, etc. in Legal Files.  Provide and assist general public who require a spanish speaking translator clerk/ person.   Responsible for assisting techinical support to claimants who are not represented by legal counsel in workers compensation matters.  Participate and present at Colorado Bar Association; OAC departmental procedures and rules.



	Languages

	
	Fluent in Spanish (verbal /written)

	Education

	
	1996 - 2000
West High School
Denver, CO 

High School Diploma     3.1GPA



	References

	
	Donna Childers
State of Colorado

303-866-5338
Professional 

Marc Marcel

State of Colorado

303-866-5758

Professional

Ronda Wilhelm 

State of Colorado

303-866-5772

Professional




