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OBJECTIVE

Seeking full-time employment that will leverage the skills and experience I have gained working in the legal field for the past three years as a Litigation Technology Specialist. The position required proficiency with technology, attention to detail, project management skills, and document management.  I have decided not to pursue a law degree (JD) and therefore am seeking a position that will leverage my college undergraduate degree and work experience into a different career path.  I consider myself a dedicated and hard-working professional as demonstrated by my achievements, and am prepared to contribute my skills and high work standards to the success of an organization that is willing to provide me with an opportunity to further my career.

SUMMARY OF STRENGTHS

· University of Denver, BA, Double Major: Political Science and History; Minor: International Studies
· Research:  accessing, cataloging, and managing documents, manuscripts and graphics
· Computer Technology:  proficient in MS Office and litigation support software (Sanction)  
· Project Management:  planning, organizing and tracking project tasks
· Administrative Support:  experienced in providing a wide range of administrative support services
· Independent, self-motivated individual with strong work standards, integrity and ethics
· Strong team player who works well and respectfully with others
· Excellent interpersonal, communication & public speaking skills  
· Willingness to pitch-in and perform any task that will result in project success

 WORK EXPERIENCE

VISUAL ADVANTAGE, DENVER, CO					           December 2011 – January 2012
Litigation Technology Specialist – Contractor position
· Responsible for setting-up courtroom technology equipment in various district counties in the state of Colorado.
· Responsibilities for pre-trial work including logging legal documents received for each case, syncing videos, and backing-up cases created in computer software programs.
· Provided assistance in uploading legal documents into computer software programs for presentation in jury trials. 

LEVENTHAL, BROWN & PUGA, P.C., DENVER, CO  			           October 2008 – November 2011 
Office Assistant & Litigation Technology Specialist	
· Successfully planned, organized and executed the presentation of case material during jury trials by executing Sanction computer software in eight jury trials in Colorado.  
· Provided general office support on selected litigation cases for each legal team which required planning, organizing and tracking tasks for each case.
· Provided support to various attorneys by researching medical articles for selected malpractice cases.

UNIVERSITY OF DENVER – PENROSE LIBRARY, DENVER, CO		                     May 2007 – October 2008 
Student Office Assistant – Dean’s Office
· Provided administrative support to library staff including answering telephones, data entry, duplicating, sorting and filing paperwork, and delivery of sensitive documents and items throughout campus.
· Assisted with the Women’s Library Association (WLA) of Penrose Library and performed general tasks of assisting in mail labeling projects and helping pick-up and deliver books for various WLA book sales.

ASBURY ELEMENTARY SCHOOL, DENVER, CO                                              	                    January 2008 – May 2008
Student Teacher/Assistant - Volunteer position                                         
· As part of an undergraduate independent study program, volunteered to teach 5th graders studying the early American Revolution time period. This independent study was in cooperation with the History Department at the University of Denver. 
· Formulated two student projects with the class that involved separating the class into individual groups and assisted students in creating poster presentations.   
· Continued to volunteer with the school on a weekly basis and in providing guidance and historical background information on class projects. 
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PART-TIME POSITIONS
Held various part-time and summer positions while attending college full time including:  Landscape/Garden Assistant, DU College Representative at college fairs, Construction Worker, House Sitter, In-Line Hockey Practice Coach.
 

EDUCATION

UNIVERSITY OF DENVER, Bachelor of Arts, June 2008
	Double Major: Political Science and History; Minor: International Studies

· Cumulative GPA: 3.43; Political Science GPA: 3.73, History GPA: 3.56
· Recipient - Chancellor’s Scholarship, 4 years 
· Dean’s List - Autumn Quarter 2007 and Winter Quarter 2008
· Thesis:  The Greatest Threat since World War II:  American Public Opinion and the Soviet Invasion of Afghanistan. 
· Nominee - AHSS Graduating Senior Award, 2008      

CERTIFICATIONS

United States Notary Public, State of Colorado. Commission Expires 11/4/2013

SCHOLASTIC HONORS & AWARDS

· University of Denver Chancellor Scholarship (4 years)
· University of Denver Dean’s List
· Denver Academy High School Class Valedictorian (GPA: 4.1)
· National Honor Society Member
· Denver Academy Outstanding Junior Award and Outstanding Sophomore Award

PERSONAL INTERESTS

Competitive ice hockey, physical fitness (weight lifting, running, swimming), American history, hiking
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