Melissa Wussow
3620 3rd Place NW
Rochester, MN 55901
(507)398-6850

wussowmelissa@yahoo.com

Education

Associate Applied Science, Paralegal 
(With Honors)


December 2007 Minnesota School of Business, Rochester, MN

Related course work: criminal law, litigation, tort law, bankruptcy, probate, real estate, constitutional law, administrative law, contracts, family law, legal ethics


Awards Received: Perfect Attendance; Highest Honors (4.0 gpa); High Honors (3.5 gpa); Founding Member of the campus Legal Club

Skills and Abilities

Computer Skills

Experience in using various Microsoft products to develop word processed documents, spread sheets, and power point presentations.  As well as using the internet for research and e-mail.  Keyboarding speed 55wpm.
Communication 

Writing and speaking to express ideas formulated through research and knowledge.  Receiving and interpreting verbal and physical messages from others to comprehend and attend to others in the course of employment.

Experience



Personal Injury Paralegal; Mahler Law Firm; Rochester, MN 

December 2007 – April 2008
· Drafted all correspondence, demand packages, pleadings and discovery.

· Conducting initial client interviews, along with follow up interviews and client appointments.  

· File management for personal injury case files.  
· Located witnesses and expert witness for interview and testimony for trial. 
Paralegal Intern; Dunlap & Seeger, P.A.; Rochester, MN

October 2007 – December 2007


· Worked with professionals in the areas of probate, estate planning, litigation, and real estate.

· Completed title research for real estate closings.
· Drafted correspondence, discovery, and closing documents.

· Conducted real estate closings.


Patient Appointment Coordinator; Mayo Clinic; Rochester, MN

September 2005-November 2007

· Coordinated patient appointments within and outside the department.
· Coordinated physician calendars.

· Effectively enter messages for physician and nursing staff.

Patient Service Representative; Mayo Clinic; Rochester, MN

November 2002-September 2005

· Coordinate patient appointments within and outside the department.

· Room patients and obtain vital statistics.

· Verify physician notes and billing.
