Shauna V. Yearling
Email address:  syearling@comcast.net
Phone number:  720-254-5456
Objective:
Long term employment with a progressive company that will enable me to utilize my current skills and improve my knowledge and skill base.
Education:
Metropolitan State College of Denver 9/2008 – 1/2009.  Majored in Accounting.

Experience:

Franklin D. Azar & Associates, P.C.; December 2011 through July 2012
Legal Assistant/Paralegal Workers’ Compensation
· Excellent proofreading skills, organization and prioritization of daily workload while remaining flexible to respond to changing processing of priorities.

· Extensive knowledge of legal and medical terminology and Workers’ Compensation Rules of Procedure.
· Ability to function effectively individually with minimal supervision and within a team “to get the job done”.  Maintenance of calendar.

· Preparation of pleadings.

· File various pleadings and other documents with the courts.

· Pre-screened prospective clients for potential representation.

· Attended PreHearing Conferences.

· Review, submission and of settlement documents and release of settlement  proceeds.  

Robert Half Legal; October 2011 through November 2011
Paralegal Civil Litigation (Temporary assignment ended)
· File pleadings with courts, correspondence to clients, courts and counsel.

· Revision of various documents for delivery to the appropriate parties.

· Preparation of files for depositions and mediations. 

· Abilities with all aspects of Litigation including personal injury, premises liability, wrongful death.

· Scheduling trials.

· Draft pleadings.

· Excellent proofreading skills, organization and prioritization of daily workload while remaining flexible to

respond to changing processing of priorities.
Searched for employment February 2011 through October 2011 assisted elderly people with various tasks.
Denver Bar Association Placement Services; January 2011 through February 2011
Legal Secretary Workers’ Compensation (Temporary assignment ended)
· Responsibilities included word processing material either from voice recordings and/or handwritten/typewritten documents.

· Extensive knowledge of legal and medical terminology.

· Preparation of pleadings.

· File various pleadings and other documents with the courts.
· Maintain documentation via Practice Manager, Excel, and paper files.
Searched for employment; October 2010 through January 2011.
Matthews & Matthews, P.C.; June 2010 through October 2010
Jr. Paralegal Family Law (Elimination of position)

· Responsibilities included drafting pleadings, production of documents to medical and financial experts.

· Preparation of trial notebooks and subpoenas.

· Contact various courts to arrange hearings and confirm dockets.

· File various pleadings and other documents with courts via Lexis Nexis, PC Law and paper files.
· Filtered phone calls to determine which individuals the firm should represent.
Pinnacol Assurance; September 2009 through June 2010

Legal Secretary Workers’ Compensation and Civil Litigation

· Responsibilities included word processing material either from voice recordings and/or handwritten/typewritten documents.

· Ability to function effectively individually with minimal supervision and within a team “to get the job done”.  Maintenance of calendar.
· Assisted appellate counsel with filing briefs via Lexis Nexis.

· Assisted subrogation counsel with the logistics of depositions and mediations.

· Gathered, contacted and provided courts with materials regarding status of restitution requests and payments and preparation of trial notebooks.
· Coordination of Industrial Court of Appeals updates.

White and Steele, P.C.; May 2007 through September 2009

Paralegal Litigation
· Responsibilities included reviewing documents, obtaining medical, employment, divorce, Social Security,

hunting/fishing, and income tax records.

· Preparation and maintenance of medical chronologies.

· Production of medical and financial documents to medical, financial, vocational experts, co-counsel and

plaintiff’s counsel.

· Preparation, calculation, and maintenance of damage summaries
· Preparation of pleadings, filing pleadings with courts, correspondence to clients, courts and counsel.

· Preparation of files for depositions, mediations and trials.

· Preparation of trial notebooks and notebooks.  Obtained discovery materials, including photographs, and

other evidence.

· Abilities with all aspects of Litigation including personal injury, slips and falls, premises liability, wrongful death, medical and dental malpractice.
Flatiron Financial Services Inc.; October 2006 through May 2007

Human Resources Generalist (Company filed bankruptcy and closed the business)
· Responsibilities included recruitment for entry and senior level personnel.  

· Trained new employees for New Hire Orientation, communicate company policies and procedures including the employee handbook.
· Maintained calendar, scheduled meetings, drafted correspondence for the Vice President of Human Resources.

· Audited payroll records for accuracy and discrepancies for the Payroll Administrator.

· Strong analytical aptitude, attention to detail, effective communication and critical thinking skills.

Cairns, Nemechek and Magruder, LLC; August 2005 through October 2006

Paralegal Workers’ Compensation and Legal Assistant

· Responsibilities included tracking active open cases received on a monthly basis and service of process. 
· Scheduled Pre-Hearings, Settlement Conferences and depositions.

· Drafted correspondence, pleadings and filed with the courts.
· Researched various legal issues.

· Calendared maintained calendar for counsel.

· Answered multi-line phones, covered reception desk and greeted clients.

· Preparation of Division IME medical packets.
The Lodge and Gilpin Casinos; January 2004 through August 2005

Risk Manager of Workers’ Compensation Program

· Responsibilities included administering the Workers’ Compensation program, communicating with insurance companies, injured employees and medical providers.

· Managed the company’s safety programs and safety committee.

· Investigated and reported all workers’ compensation to the insurance company.
· Ensured company compliance with reporting requirements to OSHA and Division of Workers’ Compensation.

· Administered pre and post-employment physical program.

· Facilitated reduction of losses to qualify for the Cost Containment program.

· Ensure monthly expenditures reconciled with P and L statements.

· Provided Human Resources with assistance of terminations, investigations, suspensions, recruitment,  FMLA leaves and ADA inquiries.

Pinnacol Assurance; September 1993 through November 2003

Administrative Assistant and Claims Representative

Administrative
· Responsibilities included answering phones courteously and transferring to the appropriate staff member.

· Assist customers in a high volume and deadline driven environment.  Meet and greet clients.

· Perform general clerical duties including copying, faxing, mailing, filing, signing and delivering packages.

Claims Representative

· Responsibilities included analyzing and evaluating all evidence and facts necessary to timely admit or deny a claim.
· Determined compensabilitie's under the governing law and analyzing information from multiple sources.

· Coordinated activities on questionable or denied cases with appropriate resources.

· Coordinated with structured settlements companies to facilitate settlements.

· Arranged and attended settlement conferences with attorneys and pro-se individuals to bring resolution in the most efficient manner.
