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SUMMARY OF QUALIFICATIONS

Attention to detail, communication and office management skills, task and goal orientated.


EXPERIENCE
March 2006 – Present
Moye White LLP								                     Denver, CO
Library & Facilities Manager
Responsible for maintaining the firm’s library and handle all facility related issues that arise. Coordinate all events, conferences and seminars. Manage procurement / invoice approval and relationships with vendors. Responsible for maintaining monthly and year end budget reports. Responsible for updating firm’s intranet website. Manage and oversee library and outsourced personnel. Assist with project needs directed under the Executive Director. 

June 2005 – March 2006
Burns Figa & Will, P.C.						              Greenwood Village, CO
Administrative Assistant/ Accounts Payable
Managed all projects assigned by Human Resources, Managing Firm Director and Paralegal Staff. Handled all accounts payable/receivable and general client billing. Coordinate meetings, conferences, seminars as well as company’s social events. Responsibilities included ordering literature and publications, ensuring annual subscriptions and supplements were maintained and current. Responsible for computer service needs and any related vendor issues. Provided technical design experience for all in-house graphics production. 

September 2000 – April  2005							                 Cleveland, OH
Squire, Sanders & Dempsey, L.L.P.
Conflicts Analyst/ New Client Intake
Managed conflicts checks for new clients, mergers, bankruptcy projects, employees and analysis of client data in a timely matter. Coordinated meetings with attorneys and legal secretaries regarding conflict questions and results. Initiated new conflict researching tools. Processed credit checks for new clients. Assisted lead Client Intake Analyst in the opening of new client/matter accounts. Maintained case information integrity regarding highly confidential projects assigned by department manager. 

May 1999 – September 2000 
Prove-Up Legal Services, Inc.						     	                    Austin, TX	
Records Coordinator/ Lead Coordinator 
Responsibilities included retrieval of documents in a timely matter for local and nationwide defense law firms. Handled the service of subpoenas, noticing of council of depositions upon written questions and production of medical records. Coordinated projects with legal firms and medical facilities. Trained new employees for Records Coordinator positions. 

October 1998 - May 1999								      Austin, TX	
Esquire Deposition Services
Records Coordinator
Responsibilities included retrieval of documents for local law firms. Analyzed results of deposition questions and processed medical records before releasing to clients. Constant interaction with attorneys and paralegals regarding the progress of documents retrieved before court dates and/or oral deposition hearings. Scheduled court reports for oral deposition hearings in office and statewide law firms. 



Other Professional Experience								      Austin, TX
1992-1998
Freelance Marketing Designer
Designed and created various commercial signs on a project basis for multiple local companies. Work included the development and production of corporate identity materials, logos, event banners, miscellaneous signs and commercial vehicle branding. Training of new hires in sales, graphics and production. 


TECHNICAL SKILLS

· Proficiency in Excel, PowerPoint and Word
· Extensive experience with Internet Researching tools; Hoovers, LexisNexis, Dunn & Bradstreet, BISI, etc.  
· Legal Software Experience in TABS, CMS, MDY, Mr6, EMS, Q&A, Microsource/Activity POS, Omega
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RESUME.1
