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e-mail: ppanfil2011@gmail.com
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Cell: 303-913-0945




Arvada, CO 80004-1836






Home: 303-423-3295


SUMMARY OF QUALIFICATIONS AND SKILLS
Organized and dedicated Administrative Professional with extensive experience in the coordination, planning, and support of daily operational and administrative functions.
· Demonstrated capacity to provide comprehensive support for executive-level staff including scheduling meetings, coordinating travel, and effectively managing all essential tasks;
· High level of professionalism, excellent communication skills, both written and verbal;
· Knowledge of a wide range of software programs; and
· Focused and result-oriented in supporting complex deadline-drive operations, able to identify priorities and resolve issues at initial state.

PROFESSIONAL EXPERIENCE
Eaton Cooper Lighting | Manufacturing Facility

Temporary Assignment (6/13/2013 – 1/24/2014)

(The Employment Firm – Amy Thomas) 


Administrative Assistant | Human Resources & Safety (EHS)


Initiated and compiled Safety Manuals that included all areas of the Safety Programs for Eaton’s Cooper Lighting Aurora, CO facility and updated and composed all programs for usage by the Safety Manager, including historic documentation of all training sessions conducted by the Safety Manager.
On a daily basis, I assisted the Human Resources Department in arranging and scheduling interviews for open office and manufacturing positions. Completed and filed confidential information for the Human Resources Department.  Arranged all luncheon needs for various Vice-Presidents and staff.

Davita Dialysis | Corporate Office



Temporary Assignment (4/23/2013 – 5/5/2013)

(The Employment Firm – Amy Thomas)


Analyst LOA | PS

Analyst handling LOA (Leave of Absence) and  P/S (Personal Services) for Corporate Compensation and Benefits Group.  This assignment involved processing all leave of absence requests, personal family leave requests, maternity leave, and worker’s compensation leave.  These leave requests involved DaVita personnel in the State of California.  Also prepared (coded) documents to be sent to the filing department.  As an aside, I prepared selected applications for review by the Board of trustees for a medical scholarship.

Audubon Engineering 




Temporary Assignment (3/11/1013 – 4/5/2013)

(NES Global Talent – Angela Gleichsner)


Administrative Assistant
Assisted one of the Mechanical Engineers in updating all of the specifications for a current project.  This involved making all sections and subsections for a given specification incorporating it into a table of contents, proof reading specifications and ensuring  all documents were in perfect form for presentation for the client.
TransUnion





Temporary Assignment (11/13/2012 – 1/11/2013)

(Lakeshore Staffing – Pam Black)



Paralegal – Research Project

Researched and identified competitors, interacted with competitors’ solutions to understand how they competed against MySmartmove.com. Wrote “claim maps” that mapped competitive solutions against TransUnion patent solutions, interacted with internal and outside lawyers directed by internal TransUnion staff on claim maps to help form TransUnion patent protection | enforcement strategy, research industries and determine where the patent applied identifying the competitors.

Also wrote “claim maps” that mapped future competitors against TransUnion.  Administrative work when necessary – not legal related – but simply another pair of hands and eyes on certain projects as needed.  Worked with customer care team to gather reports as needed.
Hindman Sanchez Law Firm



0/21/2011 – 1/15/2012
Homeowner Association representation



Legal Assistant

Assisted counsel in the Collection Department.   Through the use of all electronic office system, I drafted, finalized and e-filed pleadings and correspondence, which included calendaring, court dockets | County Courts, District Courts and U.S. Bankruptcy Court.  Processed an extremely heavy volume accounts payable system.
Colorado Supreme Court Office Of Attorney Regulation
9/1992 to 10/2007
Administrator

Directed day-to-day office operations providing fundamental support to Regulation Counsel, Deputy Regulation Counsel and a staff of nine (9) attorneys. 
· Played key role in the design of the detailed tracking system for the ethics and trust Account School conditions and collections to identify and define essential components of these programs;
· The Office of Attorney regulation allowed me the opportunity to work with the Investigative Attorneys in research and development of witness statements for future investigative research;
· With Trial Attorneys with preparation for trial, dealing with attorneys throughout the State of Colorado to ensure required attendance of attorneys, time schedules for witnesses attending a particular trial, prepared witness statements and reimbursement of travel arrangements when necessary;
· Analyzed and researched cases in preparation for trial including trial exhibits and legal authority; and
· Assisted Board of Trustees for the Attorneys’ Fund for Client Protection, attended Board Meetings and prepared minutes of the meetings.  Arranged annul meetings for the Board of Trustees and prepared annual report for the Fund.

Oversaw the Ethics and trust Account Schools | Classes | attendance, and worked with the attorneys pursuant to their court-ordered diversion Agreements as an alternative to discipline.  Responsible for all of the accounts payable and receivable for the office I conjunction with the Controller as it pertained to the Ethics and Trust Account Schools.  Also, created a system to receipt and collect outstanding monies as a result of  Court Orders and Diversion Agreements.
· Created, implemented and maintained on a daily basis the tracking program to assist various attorneys with the conditions required under the Diversion Agreement Program;
· Handled all intake matters pertaining to the Unauthorized Practice of Law and managed collection accounts.  Interacted with immigrants to ensure their repayment of funds from the Attorneys’ Fund for Client Protection;
· Extensive multi-tasking and ability to prioritize assignments at different levels, working overtime when required; and
· Assisted HR personnel when needed and trained staff in the use of office computer resources and procedures.

From January 1992 to 2012 I periodically worked with Aerotek and Ajilon staffing firms, filling positions as needed.
REFERENCES

Rebecca S. Rose

Human Resources Manager (Prior)
Eaton Cooper Lighting Business
770-262-0704

Amy Thomas

Staffing Coordinator

The Employment Firm

303-889-0000

Janet Jacobs

Department of Housing &

     Urban Development (HUD)

303-576-7187
Nicole Nueremberger

Lean Specialist
Eaton Cooper Lighting Business
303-393-1522


