DENEANE M. KNOBEL





                    knobel_deneane@yahoo.com

3144 South Wheeling Way, #407   
Aurora, Colorado  80014

    

     
       303-752-8263

PROFESSIONAL OBJECTIVE

To obtain an Executive Assistant Position capitalizing on my vast experience in high profile, busy litigation firms, my initiative, dedication and organizational skills, as well as on my strengths and interests in:

•
Organizing and Streamlining Office Operations, Systems and Processes

•
Efficiently Managing Multiple Simultaneous Special Projects with Stringent Deadlines 

•
Diverse Administrative Expertise in Legal, Telecommunications and Real Estate Industries

QUALIFICATIONS PROFILE

Extensive Background and Experience as Paralegal / Executive Assistant providing competent, professional administrative support for multiple partners in high profile litigation firms––handling confidential matters and personal information with discretion and tact, while fostering a courteous, collaborative work environment.

Core competencies in the following areas:

•
Supervising and Evaluating Office Staff and Participating in Hiring / Interviewing of New Employees

•
Client Reception and Scheduling; Preparing / Maintaining Calendar and Arranging Travel Schedule

•
Preparing Deposition Summaries, Reports, Charts, Tables and Formulating Exhibit Books

•
Trial Preparation, e-Filing and Docketing; Obtaining and Filing Client Case Information; Billing and Bookkeeping

TECHNOLOGY PROFICIENCY




CERTIFICATIONS AND LICENSURE
•
Windows OS; MS Office Suite, MS Outlook and Quickbooks  
•
Certified Paralegal and Legal Secretary

•
Internet Research - Nexis / Lexis / Westlaw


•
Certified Bookkeeper


•
Shorthand 100 wpm / Dictaphone / Computer 120 wpm
•
Licensed Life Insurance Agent 



•
Colorado Real Estate Broker (Expired)

PROFESSIONAL EXPERIENCE

ADMINISTRATIVE CONSULTING - Aurora, Colorado

Executive/Administrative/Legal Assistant (2010 to 6/2012)

Executive/Administrative/Legal Assistant work in Aurora-area offices

PRUDENTIAL COLORADO REAL ESTATE - Denver, Colorado

Residential Real Estate Broker (2006 to 2009)

Buyer / Seller Broker; listed homes and arranged showings; wrote contracts and represented clients at closings.

DEWHIRST AND DOLVEN / FISHER, SWEETBAUM & LEVIN, PC - Denver, Colorado

Legal Secretary / Executive Administrative Assistant to Partners (2000 to 2005)

Firms specialized in personal injury and insurance defense; real estate and civil litigation respectively.

LOTTNER, RUBIN, FISHMAN, PC - Denver, Colorado

Legal Secretary / Executive Administrative Assistant to All Attorneys (1998 to 2000)

Firm specialized in transactions, telecommunication and litigation.

ORTEN & HINDMAN, PC - Denver, Colorado

Paralegal  (1996 to 1998)

Firm specialized in homeowner’s association litigation.
EDUCATION

UNIVERSITY OF DENVER - Denver, Colorado


Paralegal Certification

UNIVERSITY OF COLORADO - Boulder, Colorado


Bachelor of Arts in French / Minor in English

REGIS UNIVERSITY - Denver, Colorado


Bachelor of Science in Business Administration / Concentration: Accounting
