Marsha Himelberg
78 Stockton Court

Morris Plains, N.J. 07950

973-984-6485
mhimelberg@gmail.com
EXPERIENCE:

1/4/10-

McGivney & Kluger, P.C., Florham Park, N.J.

3/18/11
Asbestos litigation paralegal.. Duties included preparing answers to complaints and responses to discovery requests, preparing fact witness letters and punitive damages interrogatories to plaintiff’s counsel, opening complaints and inputting plaintiff information into database, preparing summary of interrogatory responses, preparing monthly and quarterly database reports for clients’ open, closed and pending cases, propounding supplemental interrogatories on co-defendants, preparing stipulations of dismissal.  Utilized worlddox software.
6/22/09-
Purcell Ries, Shannon, Mulcahy & O’Neill, Bedminster, N.J.

9/15/09
Paralegal for managing partner. Duties included preparing responses to discovery  requests, drafting motions, preparing correspondence to carrier and to clients, deposition summarizing, discovery deadlines, document production. Utilized Groupwise software and LexisNexis.
4/24/00-
McCarter & English, Newark, N.J.

1/22/09
Paralegal-employment and insurance coverage. Duties deposition summarizing, document production, coding and indexing of documents, preparing responses to discovery requests, preparing privilege log, preparing trial and deposition binders, creating and maintaining discovery, pleadings, motions, orders indices. Utilized Groupwise and Worksite software, Summation and Concordance databases, LexisNexis, familiarity with  E-filing.
9/96-2/00
Budd, Larner, Gross, Greenberg & Sade, Short Hills, N.J.



Paralegal. Duties included large case management, supervised team of

paralegals conducting document review, deposition summarizing, document production, coding and indexing of documents.  Utilized Soft solutions software and Access database.
2/95-8/96
Special  Counsel/Law Pros Legal Services, Florham  Park, N.J.


Temporary employment as paralegal in areas of real estate, asbestos litigation, contract management and general litigation. Duties included file organization, contract review, contract distribution.

3/90-12/94
Exxon Company International, Florham Park, N.J.


Tax litigation paralegal. Duties included document review for responsiveness to various informal and formal IRS document requests and subpoenas, legal research, coding and indexing of documents in response to litigation. Temporary assignment through Citizens Employment Agency, Montvale, N.J.
9/79-7/87
Lenox Hill Hospital, New York City, N.Y.


Administrative Assistant for Public Relations Department.  Conducted hospital tours for community groups.  Responsible for budget preparation  and processing of invoices.  Handled Employee of  Month and Newsmakers section of Hospital newsletter.  Handled press and public inquiries regarding patients.  Handled general correspondence for department as well as copy for employee and donor newsletters, continuing medical education brochures, press releases.
7/77-6/78
New York Hospital-Cornell Medical Center, New York City, N.Y.


Administrative Assistant for Acting Chairman of Department of Medicine.  Coordinator of Physical Diagnoses Course.  Assigned duties to office staff and supervised housekeeper.  Handled intern recommendation letters and general correspondence for department.
EDUCATION:


Fairleigh Dickinson University, Madison, N.J., Paralegal Certificate

Boston University, Boston, M.A.


M.B.A./Health Care Management, M.B.A. Scholarship Award


University of Cincinnati, Cincinnati, OH


B.A./Economics, Ivy Chain for Outstanding Junior Women

