Megan Posey
MeganPosey32@yahoo.com | (303) 501-4933
PARALEGAL | LEGAL ASSISTANT| ADMINISTRATIVE
· Outgoing, positive, respectful communicator; excellent writing and proofreading skills, ensuring accurate and detailed reports, and correspondence. Attentive thorough client relations.
· Analytical, methodical approach to researching, investigating, and documenting key facts to assist partners and staff attorneys, gathering authoritative data from legal resources.
· Efficient in preparation of legal documents (briefs, pleadings, appeals, contracts, trial preparation)
· Energetic, organized, and decisive, efficiently prioritizing and completing a variety of tasks in deadline-sensitive environments. Experienced in scheduling appointments and preparing client billing statements. Strong document filing and law librarian abilities. 

· Valued team member noted for competent, confident, and perseverant approach to all projects and tasks in a high-pressure collaborative environment.

EXPERIENCE

OFFICETEAM, Denver, CO
     Present
Administrative Assistant | Receptionist



TARPON ENERGY SERVICES, LLC, Westminster, CO (Temporary Position)

Answering/Transferring Calls, Special Projects, Ordering Office Supplies, Updating Websites, Ordering Food, Travel Arrangements

UE COMPRESSION, LLC, Henderson, CO (Temporary Position)
    2013-2014
Administrative Assistant | Receptionist

Support management, Catering, Docketing, Answering multiple phone lines, Schedule Meetings, Purchase Orders, Order Supplies, Special projects
AJILON EMPLOYMENT AGENCY, Denver, CO                                                                                                                     

   2013
RENEWABLE ENERGY SYSTEMS AMERICAS, INC., Broomfield, CO (Temporary Position)

Executive Legal Assistant

Supported General Counsel and legal staff, Travel arrangements, Meeting plans, Docketing, Board Meeting Preparation, Scan and file documents, Mail and Expense Reports
MEDVED DALE DECKER & DEERE, LLC, Lakewood, CO


       



        2011- 2013
Legal Assistant | Paralegal
Assist attorneys and clients in gathering information for foreclosures, work with homeowner associations/ management companies / Law Firms, Liens, E-file, Send Packages to Public Trustee’s, Sales Results, File Rule 120, managing files.
MARSH AND MERCER | WILLIAMS LEA, Denver, CO







2011 
Office Services Associate | Receptionist
Assist in firm administration projects including document scanning, preparation and production of a variety of professional documents. Sort and deliver mail.
GIBRALTAR SOLUTIONS, Denver, CO
Administrative Assistant
Assist with construction projects, worked closely with vendors, builders, 
Paralegal Student |Business Owner | Operator







     2009-2011
POSEY PAWS, LLC











Pet Sitting (Dogs, Cats), Dog Walking, Pet Taxi, Training and assisting pet owners with other miscellaneous duties.
A&M AEROSPACE, INC. (ISO 9001/AS9100), Denver, CO






7/08 to 6/09
Purchasing Assistant 
Processed purchase orders; worked with vendors; issued RFQs, negotiated contracts and ensured contract compliance. Ensured compliance to ISO 9001 and AS9100; assisted managers as directed.
LITVAK LITVAK MEHRTENS AND EPSTEIN, P.C., Denver, CO






7/07 to 8/08
Offices Services Clerk | Administrative Assistant | Receptionist
Provided administrative support to a team of 30 Paralegals and Attorneys in a mid-sized family law practice.

Managed legal files; acted as Legal Library Assistant. Conducted research into potential conflicts of interests.

Assisted with purchasing. Updated client files; assisted with scanning documents, trial preparation and legal correspondence.  Answered and directed calls on a 10-line phone system.
EDUCATION | TECHNICAL SKILLS
COLORADO TECHNICAL UNIVERSITY, 1/2013 - Present
Bachelor of Science in Criminal Justice
Sociology, Leadership, Human Services, Criminology, Criminal Procedure, Psychology, Laws of Evidence, Criminal Investigation, Public Administration, Forensic Criminology, Licit and Illicit Drugs, American Diversity, Criminal Justice Capstone II
COLORADO TECHNICAL UNIVERSITY, GRADUATED 9/2011
Associate of Science, Paralegal Studies
Contract Law, Family Law, Trusts Wills and Estates Law, English, Literature, Accounting, Criminal Law, Litigation, Business Law, 

Commercial Law, Tort Law, Legal Research and Writing
COMPUTER SKILLS
Advanced skills in Microsoft Office (Word, Excel, Power Point, Outlook), LexisNexis, QuickBooks, Simplifile
