Kevin Peterson______________________________________________
5226 52nd Ave. NW	
Rochester, MN 55901
507-779-4082

Education:
	Associate of Arts, Liberal Arts emphasis	 Graduated May 2001
	Bethany Lutheran College, Mankato, MN
	Bachelor of Science	 Graduated December 2010
	Minnesota School of Business, Rochester, MN	
	Major:  Paralegal studies	 GPA 3.89

Computer Skills:
Microsoft Word, Excel, Powerpoint, Access; Westlaw, Odyssey; Maces; Citrix, Entendrex;
80-100 wpm keyboarding, 27000 kph data entry

Internship Experience:

	Civil Litigation
	Olmsted County Attorney—Geoffrey Hjerleid, Esq. Supervisor	October-December 2010
· Prepare a variety of documents used in civil litigation matters
· Work side-by-side with attorneys and other legal assistants
· Compile a wide breadth of information into a clear, easy-to-read format

Work Experience:

	Paralegal
	U.S. Bank, 200 6th St. Minneapolis, MN	December 2011-present
· Compile home foreclosure documents for external audit file
· Follow appropriate guidelines so as to ensure each file is in compliance with its appropriate U.S. state
· Clearly differentiate between paralegal and attorney duties so as not to engage in UPL

	Independent paralegal services	March 2011-present
· Assist customers on an as-needed basis with basic legal documents in a wide variety of legal areas
· Guide customers to appropriate attorneys as necessary for further legal expertise
· Clearly differentiate between paralegal and attorney duties so as not to engage in UPL






	Office
[bookmark: _GoBack]	Kelly Services, Rochester, MN	May 2011-December 2011
· Work as an independent contractor processing insurance claims through rapid data entry
· Continuously improve on speed and accuracy to ensure correct claim payment
· Combine the professionalism of an office with the fast-paced ethic of a production area

	Customer Service
	Gold Crown Limousine, Rochester, MN	June 2009-April 2011
· Transport customers from their desired point of origin to their desired destination
· Accommodate and adjust with last-minute changes to customers’ travel plans
· Provide excellent service for all types of transportation needs-business and personal

	Business
	The Affiliated Group, Rochester, MN	September 2008-May 2009
· Contact debtors regarding their past due accounts
· Provide efficient customer service and arrange satisfactory repayment options
· Strive to achieve pre-set goals and accumulate post-dated payment arrangement


Volunteer Experience:

	Wills For Heroes 	(2008-2010)
· Assist in pro bono estate planning for the local community
· Gain valuable experience with regards to the need for paralegal services for others
· Acquire hands-on experience with all legal documents used in probate & estate planning

	Secretary, Redeemer Lutheran Church call committee 	(September 2011-present)
· Attend all meetings and transcribe detailed notes with regards to committee business
· Ensure notes are provided in a timely manner to other committee members
· Transcribe any concerns congregation members may have regarding call process


Other professional highlights

· Personally invited to attend meetings of the Olmsted County Bar Association
· Managed to maintain a higher quota of productivity than company expectations on a regular basis
· Able to perform repetitive tasks as well as diverse, challenging tasks with equal ability
· Extremely efficient with Microsoft Word.  Tested out of Keyboarding I and II in bachelor’s degree curriculum
