Matthew L. Striegel
445 W. Burgundy St.  APT 1617  Highlands Ranch, CO 80129  (303) 748-4098 mstriegel@gmail.com
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OFFICE SKILLS:  


Multi-line phones, scheduling, filing, scanning, copying, faxing, Adobe Acrobat, Lexis Nexis File&Serve, Lexis Research, Pacer, Microsoft Office (Access, Excel, Outlook, PowerPoint, and Word), and SAP (read only access)

EDUCATION:	

	University of Colorado Denver
	M.S., Management and Organization, emphasis Managing Human Resources
	Graduated December 2011
	GPA: 3.540
	
	University of Colorado at Boulder, Leeds School of Business
	B.S., Business Administration, 2007

RELEVANT COURSEWORK:


· BUSN 6540 Legal / Ethical Environment of Business
· MGMT 6740 Human Resources Management: Compensation
· MGMT 6710 Human Resources Management: Staffing
· MGMT 6720 Human Resources Management: Training

EXPERIENCE:	

Legal
· Case law research and Shepardizing in Lexis Nexis Research
· Automated filing systems including: Pacer and Lexis File&Serve
· Other legal research including: Colorado water decrees, land patents, property surveys, building codes, and municipal rules and regulations
· Document and trial preparation including: pleadings, briefs, exhibits (bates numbering, redacting, notebooks), and deposition summaries.
· Creation of Client Files

Database Analysis and Queries
· Accounts Payables systems audits using MS Access and MS Excel
· Transaction Analysis Report using MS Access
· MS Excel V-lookup and Pivot Tables
· MS Access SQL queries

Supply Chain Audits
· Staffing and employment agency audits and contract reviews
· Direct Placement 
· Temporary / Contract Labor
· Freight Systems contract audit reviews including: less-than-truckload (LTL) and truckload (TL) carriers
· Corporate Unclaimed Property audits

EMPLOYMENT HISTORY:	

· Krob Law Office LLC, March 2011-Present
	Administrative/Legal Assistant, Greenwood Village, Colorado 

· Home Depot, 2009 - 2010
	Night Freight Associate, Evergreen, Colorado
	
· Splintered Forest, LLC, 2006 - 2009
	Team Lead/Crew, Evergreen, Colorado
	
· in3corp, 2007 - 2008
	Audit Analyst, Boulder, Colorado


REFERENCES AVAILABLE UPON REQUEST
