                                                                     Charree Y. McCullough
1801 East Girard Place
Building 1 Unit 122
Englewood Colorado, 80113
(720) 380-5979
sexystar@comcast.net
A highly motivated recent Legal Studies graduate seeks a position that will utilize any office skills such as; excellent time management, organizational and communication skills, along with extensive knowledge and expertise in office services management, medical terminology, medical and legal time billing, computer applications and office operation procedures.
Education

Blackstone Career Institute                                                           Allentown, PA
Diploma in Legal Assistant/Paralegal
· Coursework:  Contracts, Law of Torts, Criminal Law, Real Property, Pleadings in Civil Actions,
Practice in Civil Actions, Criminal Procedure, Wills & Trusts, Law of Private Corporations and 
Partnerships, Constitutional Law, Legal Research and Ethics for Paralegals
· GPA:  4.0
· Graduate:  January 2010
Herzing University                                                                         Menomonee Falls, WI

Bachelor of Science in Legal Studies

· Coursework:  Ethics and Paralegal Professionalism, Legal Office Administration, Advanced Legal Research and Writing, Partnerships and Corporations, Business Law
· GPA:  3.91 Summa Cum Laude – President’s List: Spring 2012.  Dean’s List: Spring 2011 - Fall 2012.  Project Management Award 2011 (Wal-Mart Shelving Project), and Alpha Beta Kappa National Honor Society
· Graduate:  December 2012


Skills and Qualifications
Law Firm 

· Paralegal Internship includes some paralegal training 
· Managed 3 staff employees in Office Services Department as Manager
· Copy project operations: In-house and outsource systems
· Ordered Supplies and completed mail meter/Fax functions (Ingoing/Outgoing)
· Maintained kitchen, conference rooms and maintenance of copy machines
· Certified Notary Public since 2001  
· Billing of supplies – Answered phones that pertained to copy projects and other inquiries
· Communicated  with Vendors to ensure that copy and office equipment were in good condition 
· Time managed Attorney/Paralegal time billables into computer system


Computer

· Microsoft Office computer applications including, Word, Excel & PowerPoint 
· Meditech/Medisoft:  Electronic medical record applications
· Type 30 wpm
· Medical billing (accounts receivable/ accounts payable)

Medical Office

·  Data Entry
·  30 years Medical Terminology
· [bookmark: _GoBack] Certified Nursing Assistant (Surgical& Telemetry)/Pharmacy Technician Certificate
·  Collaboration with doctors, nurses and other healthcare professionals
·  Extensive phone contact with all healthcare organizations



Achievements and Certifications


· Notary Public – Certificate (renewal 2013)
· Nursing Assistant – Certified  (licensed 2002 - Present)
· Lexis /Nexis Research Methods/Cite Checking – Levels 1 and Advanced – Certificate 2000
· Associates of General Studies Degree (Business) & Associates of Arts Degree – 1998
· EXCEL – Certificate 1996
· The Law of Contracts – Certificate 1995
· Pharmacy Technician – Certificate 1989
· High School Diploma - 1977























Professional Experience



Kimberly Village Apartment Homes, Englewood, Colorado – Housekeeper      04/2011 – 05/2013

· Immediate Supervisor:  Vicky Garcia – (303) 781 – 5307

· Duties:  Housekeeping cleaning functions pertained to cleaning of all common areas, make –readys
and some light maintenance  


Swedish Medical Center, Englewood Colorado – Certified Nursing Assistant   03/2002 – 09/2003

· Immediate Supervisor:  Lorrie Cicero – (303) 788 – 5000

· Duties:  Performed nursing assistant duties on pre-op and post-op surgical patients which included
temperatures, blood pressures, and daily ambulatory procedures for patients after surgery.  Charting included guidelines that specified activities of patients before discharge.


White and Steele P. C., Denver, Colorado - Office Services Manager             08/1999 to 09/2000

· Immediate Supervisor:  Judy Jensen – (303) 296 -2828

· Duties:  Managed office services by organizing staff and duties to include office operation
and procedures, reviewing and approving supply requests, ensuring that mail meter & fax 
functions were carried out in timely fashion by office services staff, equipment maintenance 
and vendor communication, utilized office services and supervision of budget by billing 
for copy projects, and contributed to a team effort by making sure that goals were accomplished as needed.  Communicated with all pertinent personnel by phone pertaining to office services, ran
errands, typed correspondence and computer input, and completed paralegal internship.








   


