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      Summary of Qualifications

I earned my Paralegal Associates Degree in November of 2012 after studying 18 months at Kaplan College. At the end of my studies, I did a 90 hour externship at the Jefferson County Attorney's Office to learn and master skills I will need in the legal workplace. I am a very fast learner, a good listener, and a hard worker. I strive to get my work done and I take pride in what I do. Attention to detail is extremely crucial to me, and I take time to make sure everything is just how it should be.

EDUCATION

Kaplan College 
                       Paralegal Associates Degree
 Thornton, CO 

      Graduation – November 2012

COMPUTER SKILLS 

· Word, Excel, PowerPoint, Outlook, Access
· LexisNexis

· Westlaw

· Document Drafting

· 47 WPM

· Timekeeping

· Adobe Reader

· Electronic Filing

WORK HISTORY


Office Assistant
February 2013 to Present
Jefferson County Attorney’s Office


· Duties include: Drafting legal documents; Discovery; Indexing cases; Legal document creation; Using LexisNexis; Electronic filing through LexisNexis, the 10th Circuit Court, and PACER; Using HotDocs; Creating contract shells, Document OCR, Redaction of legal documents, Observing attorney Timekeeping; Court observation; Scanning cases; Pulling files; Data entry; Creating appointments in Outlook for attorneys and staff; Using Outlook, Acrobat, Adobe Pro 9 + 10, and TimeMatters; Searching legal documents (patterns, keywords, etc); Studying case flow; and general office duties. 

Intern
October 2012 to November 2012

Jefferson County Attorney’s Office


· Completed a 90 hour Externship to learn legal practices and office software.

· Assisted attorney’s and office staff with their duties which including filing, scanning, data entry, printing, preparing documents, and other general office duties.

Sales Associate
August 2011 to April 2012

OfficeMax
 

· Achieved weekly sales production goals and promoted to Copy Center after 4 months

· Trained new employees and acted as Store Lead as needed

· Received Outstanding Employee Award

· Answering phones and redirecting calls

· “If you ever want to come back to this company in the future, we will have a spot for you at any store you wish to work at.”

ACHIEVEMENTS AND ACCOMPLISHMENTS

· Very good attendance all throughout school

· Honor roll awards
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REFERENCES

Doug Salemi

Store Manager

OfficeMax

1880 30th Street

Boulder CO  80301

(303) 440-4009

Audrey Adams

Office Assistant

Jefferson County Attorney's Office

100 Jefferson County Parkway Suite 5500

Golden CO 80419

(303) 271-8960

Tiffany Kirwan

Sales Associate

Officemax

10450 Town Center Dr

Westminster CO 80021

(720) 624-9829

Angie Brooks

Financial Aid Coordinator

ITT Technical Institute

8620 Wolff Court #100 

Westminster, CO 80031 

(720) 936-9188

