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Vacancy announcement: Legal Intern — Pathways
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Work Experience
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Legislative Aide, Dana Rivers				       October 2014-April 2015
U.S. House of Representatives	
2300 Rayburn House Office Building
Washington, DC 20515
Salary: $18.00 per hour
Hours per week: 10
Supervisor: Jean Taylor, 202-225-1560, may be contacted.

Duties, accomplishments and related skills:

ABILITY TO EVALUATE FACTS AND CONDUCT RESEARCH:
· Tracked and researched legislation affecting constituents, including education, immigration, taxation and homelessness
· Fact-checked information about House Resolution 188 regarding energy exploration in the Caspian Sea region and its impact on energy security of European allies
· Developed summary analysis report on House Resolution 188 and advised staff on impact of proposed legislation
· Researched international policies for the Subcommittee on Europe, Eurasia and Emerging Threats, House Committee on Foreign Affairs
· Analyzed information to determine the intent of House Resolution 56 that supported Macedonia’s aspirations to join the North Atlantic Treaty Organization
· Collaborated with senior analysts to help compile and analyze information on House Resolution 56 prior to House Committee on Foreign Affairs Subcommittee on Europe, Eurasia and Emerging Threats meetings

ABILITY TO COMMUNICATE IN WRITING AND ORALLY:
· Created correspondence to constituents regarding education, spending, and defense issues and initiatives 
· Greeted and screened more than 30 visitors to the office on a daily basis
· Drafted proposed legislation, amendments, policy initiatives and talking points
· Led more than 80 constituent tours of the Capitol grounds; guided visitors on hour-long tours, interacting with all guests in a professional manner

ABILITY TO USE INFORMATION TECHNOLOGY SYSTEMS:
· Kept apprised of current legislation by using Congressional Quarterly; alerted chief of staff to any new piece of legislation that may affect constituents
· Used LexisNexis and Westlaw to perform detailed legal research

ABILITY TO NETWORK AND INTERACT WITH MANAGEMENT OFFICIALS AND OTHER PROFESSIONAL CONTACTS:
· Participated in staff briefings and conducted special project support for the chief of staff
· Interacted with 14 congressional members and their staff during monthly House Committee on Foreign Affairs Subcommittee on Europe, Eurasia and Emerging Threats meetings

Legal Office Intern								  July 2011-May 2012
Law Offices of Esposito and Wright	
1240 Lotus Ave., Suite 104
Irvine, CA 92690
Salary: $9.00 per hour
Hours per week: 10
Supervisor: Attorney Gregory Wright, 949-324-6897, may be contacted.

Duties, accomplishments and related skills:

ABILITY TO EVALUATE FACTS AND CONDUCT RESEARCH:
· Conducted and analyzed extensive research on civil and criminal matters, including procurement and contracts, antitrust and discrimination litigation
· Organized, reviewed and summarized case material for pre-trials
· Investigated evidence to help determine violations of law
· Reviewed records and compiled documents from witness statements
· Compiled information and evidence for attorneys to use during prosecutions
· Researched published reports and law reviews for additional information to prepare memoranda and briefs
· Evaluated cases with similar information to understand and analyze legal precedents

ABILITY TO COMMUNICATE IN WRITING AND ORALLY:
· Drafted written correspondence, including briefs and motions, for two attorneys
· Created and reviewed letters to opposing counsel
· Prepared and reviewed contracts to ensure conformance with state laws
· Briefed attorneys on case material analysis prior to court hearings

ABILITY TO USE INFORMATION TECHNOLOGY SYSTEMS:
· Applied research and technology skills during searches in LexisNexis, Westlaw and Fastcase
· Used firm’s customer relationship management software program, MyCase, to track cases, review client information and track hearings

ABILITY TO NETWORK AND INTERACT WITH MANAGEMENT OFFICIALS AND OTHER PROFESSIONAL CONTACTS:
· Worked closely with two paralegals to ensure 100 percent accuracy and compliance with all reports and correspondence
· Attended depositions and hearings with attorneys to learn more about litigation matters and techniques; always interacted with judges at hearings in a professional manner

Legislative Program Intern						        January 2011-May 2011
National Law Center on Homelessness and Poverty 	
2000 M St., NW, Suite 210
Washington, DC 20036
Salary: $10.00 per hour
Hours per week: 16
Supervisor: Justine Collins, 202-880-1492, may be contacted.

Duties, accomplishments and related skills:

ABILITY TO EVALUATE FACTS AND CONDUCT RESEARCH:
· Participated in UC/DC Internship Program with organization committed to ending homelessness through public education, policy advocacy and impact litigation
· Reviewed, analyzed and summarized current and proposed legislation, regulations and policies affecting the homeless population, including access to safe, affordable housing and homeless children’s access to education
· Proofread memoranda and talking points for updated policy proposals regarding homeless children awaiting foster care placement
· Examined fact sheets and documents to ensure all statistics were accurate; resolved any conflicting data by performing additional research

ABILITY TO COMMUNICATE IN WRITING AND ORALLY:
· Drafted correspondence to respond to external sources regarding pending legislation
· Created meeting invitation, formed committee meeting agenda, tracked event attendee responses, compiled detailed meeting information packets and drafted and distributed minutes for annual Lawyers’ Executive Advisory Partners to Prevent and End Homelessness and Poverty committee meeting
· Developed and reviewed PowerPoint presentations for public education training; conducted training at the DC Coalition for the Homeless meetings with more than 20 representatives from various organizations in attendance
· Corresponded with communications department on social media messaging and website content to ensure consistent, accurate messaging to share with public policy advocates

ABILITY TO USE INFORMATION TECHNOLOGY SYSTEMS:
· Tracked legislation regarding homeless issues using LexisNexis, Westlaw and Congressional Quarterly legal databases
· Used proprietary software database to search case intake data for use  in training

ABILITY TO NETWORK AND INTERACT WITH MANAGEMENT OFFICIALS AND OTHER PROFESSIONAL CONTACTS:
· Interacted with more than 40 lawyers during annual LEAP committee meeting 
· Interfaced with more than 20 representatives from community organizations at the DC Coalition for the Homeless
· Attended congressional hearings about the McKinney-Vento Act, ensuring the act remained in place to provide education access and transportation to and from school for homeless children


Education

Juris Doctor Degree
American University Washington College of Law
Washington, DC 20016
August 2013-Present
Significant course work includes Civic Procedures, Contracts, Legal Writing, Constitutional Law, Criminal Law, Transnational Investment and Trade Law, Taxation Law and International Banking.
School activities: Member of the Student Bar Association
Additional information: Expected completion May 2016
Cumulative GPA: 3.75

Bachelor of Arts in Political Science
University of California, Irvine
Irvine, CA 92697
August 2008-May 2012
Significant course work included American Society, American Politics, Ethics, Comparative Politics, International Relations, Political Theory and Public Law.
Additional information: 
Participated in the UC/DC Internship Program in Washington, D.C., from January 2011-May 2011 
Enrolled in courses on U.S. Supreme Court, Modern Political Campaigns and U.S. Foreign Policy 
Completed 12-week internship as a Legislative Program Intern at the National Law Center on Homelessness and Poverty
Cumulative GPA: 3.8, ranked in upper one-third of School of Social Sciences

Northwood High School
Irvine, CA 92620
High School Diploma
June 2008
GPA of 3.9
School activities: Member of the Mock Trial Debate Team

Professional Development

Homefront Rising
Seminar topics included Communicating with Congressionals, Political Appointments, Presidential Politics and Politics through Social Media.
Washington, D.C.
May 2015
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Memberships:

Phi Delta Phi, The International Legal Honor Society
Member
August 2014-Present
American University Washington College of Law
Washington, D.C.

Military Spouse JD Network 
Membership Committee Member, May 2014-Present
Member, May 2013-Present
Conduct outreach to all new members by writing emails and then following up via the phone to welcome them, ensure they are aware of MSJDN’s benefits and invite them to monthly events
Participate in monthly legal-focused webinars

Student Bar Association
Member
August 2013-Present
American University Washington College of Law
Washington, D.C.
Participate in semimonthly meetings
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Additional information

Knowledge of state and federal legislative and judicial policy processes and research tools
Skilled in Microsoft Office Suite — Word, Excel, Access and PowerPoint
Skilled in legal research software — LexisNexis, Westlaw, Congressional Quarterly, MyCase and Fastcase


