VALERIE MORENO
4017 Wapiti Way, Evans, CO 80620 ( 970-301-9360 ( valerie.moreno00@gmail.com



Objective

Intelligent, hardworking professional who is thorough, prompt and reliable seeks the position of Office Assistant where my experience, quality communication skills, attention to detail and desire to learn will be an asset to a fast-paced organization
Qualifications

· Bilingual Spanish/English: read, write and speak

· Outstanding communication and writing skills

· Provide courteous, professional, and confidential client service
· Proficient in Microsoft Word, Excel, and Outlook; 10 key data-input; keyboarding accuracy at 55 wpm
· Organized and experienced with most office procedures and equipment operations
· Flexible; manage time and multiple projects/tasks efficiently and accurately
· Knowledge of and respect for the principles of ethical legal practice

· Trained in the use of legal software programs

· Work well under pressure and with little-to-no supervision
· Understand legal concepts, terminology, principles and procedures
· Deal with unexpected events and/or diverse groups of people in a calm, professional manner
Education
Institute of Business and Medical Careers 
Greeley, CO
Associates of Occupational Studies Degree – Paralegal Certificate
May 2013
Experience
Jorgensen Brownell & Pepin
Greeley, CO
Paralegal
August 2013 – November 2013
Receptionist
April 2013 – August 2013

· Daily interaction with attorneys, clients, and general public

· Create organized trial notebooks

· Provide research assistance to attorneys; file paperwork for oil and gas attorneys; assist with contract and file reviews

· Schedule and verify clients appointments
· Draft and complete contracts and various types of paperwork; notarize and file with court clerk; e-file various documents as needed
· Answered phones and greeted clients; entered new clients into system; filed and scanned

Institute of Business and Medical Careers
Greeley, CO
Education Work Study
November 2011 – April 2013
· Researched the Internet and compiled data into organized reports
· Prepared data and financial reports using Microsoft Word, Excel or PowerPoint

· General office duties such as photocopying, filing, data entry and word processing

· Assisted with preparation of equipment, books, and supplies for classroom activities; inventory
Northridge High School
Greeley, CO
Teacher’s Assistant
August 2010 – May 2011
· Acted as translator for Spanish speaking students/parents
· Provided support for students who are unable to fully participate in activities
· Assisted classroom teachers with general office duties such as record keeping, answering phones, making photocopies, delivering lesson plans, and grading
· Worked with other professionals such as occupational/speech therapists
