Julie A. Williams					
9161 Monroe Street, Thornton, CO 80229
Home: (303) 289-3995   Cell: (303) 903-0087   E-mail: Williams617@q.com


EDUCATION

Central New Mexico Community College, Albuquerque, NM
Paralegal Certificate Program		                    		 August 2009 

University of Denver, Denver, CO
BSBA – Business Administration                	       September 2004 – June 2007                 

Front Range Community College, Westminster, CO               
General Education Requirements                           August 2002 – July 2004

AIMS Community College, Greeley, CO
A.A.S. - Marketing/Management  			January 1990 – March 1993   

PROFESSIONAL EXPERIENCE

Sawaya, Rose & McClure & Wilhite, P.C.			 June 2010 – Current Office and Training Coordinator/Legal Assistant/ 	      June 2005 – June 2007
Document Management/ Special Projects Consultant/  September 2002 – June 2003 Imaging 	   	       					
Denver, CO 

· Currently responsible for coordinating New Hire Training Flows, updating Training Manuals, Team meeting presentations, Client Audit results meetings, Assist with improving HR policies and processes, updating Collector Desk Manuals, ordering office supplies, equipment maintenance etc.
· Document Specialist – responsible for ordering, imaging and maintaining the document library for all clients and accounts in the collection process.
· Responsible for uploading Judgments to appropriate clients.
· Previously a File Clerk for Worker’s Compensation Attorney; Implemented and maintained Client Files for each case; Assisted the Legal Assistant in building evidence packets for trials.
· Assisted with setting up of the U.S. Fax Law arm of the Collections Department.  Developed and implemented sorting and tracking parameters into the JST CollectMax software program.  Developed, executed, and maintained filing system for U.S. Fax Law as well as maintaining files for Service Contacts.
· File Clerk for the Collection Department.


PROFESSIONAL EXPERIENCE
(Continued)

· Worked with the Marketing Department to support optimal use of the Needles Client Software Management software program by coding documents for Work Comp., Pre-litigation and Litigation departments.
· Processed Summons and Complaints for the Collection Department before moving into the Compliance Group.  

Camp Fire USA
Accounts Receivable Bookkeeper			       October 2008 - March 2009
Albuquerque, NM
· New student enrollment in before and/or after school care
· Payment processing
· Customer Service

The Scoular Company
Scale Operator					       November 2007 - May 2008
Sidney, NE
· Responsible for correctly weighing incoming and outgoing semi trucks delivering or hauling grains.
· Responsible for testing grains such as corn, wheat and millet for moisture and bug infestation

University of Denver, Department of Residential Housing & Education
Office Assistant/ Receptionist/ Special Projects           October 2004 – June 2005
Denver, CO
· Assisted students, parents, and visitors to the campus with housing questions and concerns, differences in meal plans and selections
· Assisted several Administrators with a variety of special projects, proofreading, editing of proposals.
· Answer phones, general receptionist duties

Front Range Community College	
Admissions Assistant/ Bookstore Clerk              August 2002 – September 2004      
Westminster, CO
· Assist potential students with the application process
· Assist current students with class scheduling
· Assist teachers with questions regarding classes, students, and scheduling
· Assisted in stocking the store
· Tapped to operate a temporary satellite bookstore location in Brighton, CO
· Cash handling and Customer Service 
SKILLS
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· JST CollectMax Software 
· Needles Client Management Software
· CYMA – Accounting Software 
· Proficient with Microsoft Office Programs
· Customer Service Expertise
· Phone Etiquette Expertise
· Public Relations 
· Full Office Administration 
· Communication Proficiency
· Excellent Organizational Skills
· Sales & Marketing
· Technical Communications Expert
· Skillful Conflict Resolution 




REFERENCES

Penny Sparks – Personal – Supervisor - 5 years – 303-999-6620
Richard Rose – Business – Attorney - 10 years – 303-839-1650
Michael Diorio – Personal – Dentist – 14 years – 303-762-9575


