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Senior Administrative Paralegal
Detail-oriented administrative paralegal with more than eight years of progressive administrative experience, including more than four years within a legal setting. Excellent ability to build strong relationships, collaborate with cross-functional teams and maintain confidentiality when handling sensitive documents.
Core competencies include:
· Administrative skills
· Legal research and analysis
· Expense reporting and tracking
· Project management
· Meeting coordination
· Interpersonal communication
· Time management and multitasking skills
· Microsoft Office Specialist Certification

Professional Experience
Law Offices of Clark, Davis and Reed, Springfield, Virginia
December 2012 to November 2015
Administrative Paralegal

· Provided legal administrative assistance to three attorneys practicing employment law
· Prepared and reviewed correspondence, meeting minutes, quarterly and annual reports, corporate board resolutions and vendor contracts

· Used LexisNexis to perform legal research and analysis
· Integrated contract standard operating procedures into Ariba Contract Management Software; trained Office Coordinator on new software

· Prepared and tracked expense reports, researched billing and expense discrepancies and processed procurement requests through several external vendors

· Organized reference material, legal binders and filing system

· Maintained calendars, scheduled appointments and coordinated travel for legal team

Global Partners, Waltham, Massachusetts 


                         February 2011 to November 2012
Legal Administrative Assistant

· Supported legal department daily operations for one of the largest renewable energy companies in the northeast
· Managed department electronic filing system and ensured all appropriate and updated forms were posted to company intranet

· Drafted and edited correspondence, reports and presentations, including contracts and annual franchise disclosure documents
· Upgraded contact database system to Salesforce, leading to increased efficiency with corporate contact outreach

· Ensured all contracts were verified by senior counsel; prepared contracts for signature and tracked status of all contracts, including budgetary requirements
· Assisted human resources department by tracking and reporting new hires and ensuring all required contracts and forms were completed accurately
· Maintained department conference room calendar; scheduled conference calls and meetings; ordered food; and provided collated materials for each meeting
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Airman & Family Readiness Center, Nellis Air Force Base, Nevada

March 2008 to December 2010
Administrative Assistant

· Provided general administrative duties, including greeting customers, answering multiline telephone, maintaining files and responding to email inquiries for Airman & Family Readiness Center
· Reviewed and edited promotional and resource materials; coordinated mail merges in Microsoft Word for more than 500 people per mailing

· Sorted incoming mail and distributed to appropriate personnel; logged and scanned outgoing mail, ensuring timely pickup

· Managed office supplies, tracked inventory and re-ordered items, ensuring all order-placement adhered to government supply contracts
Progressive Insurance Company, Colorado Springs, Colorado

           December 2006 to January 2008
Office Coordinator and Executive Assistant
· Maintained detailed calendar for CEO who traveled 40 percent of the time; scheduled and coordinated meetings for CEO with community representatives
· Organized travel for CEO; booked flight, car and lodging by researching best-priced options
· Coordinated monthly board meetings by preparing agendas for board meetings, sending meeting reminders, tracking attendee RSVPs, taking and distributing meeting minutes and following up with attendees
· Drafted correspondence on behalf of CEO and created PowerPoint presentations as needed
· Scanned in receipts from CEO’s travels and completed expense reports in Excel
· Maintained copier; ensured proper functioning and coordinated maintenance with vendor
 Education and Certifications
Drexel University, Philadelphia, Pennsylvania
Bachelor of Arts in English
Boston University, Boston, Massachusetts
Certificate in Paralegal Studies
Microsoft Office Specialist Certification
 Technical Skills

Advanced-level proficiency with Microsoft Word, Excel, Access and PowerPoint
Proficient with LexisNexis, Ariba and Salesforce
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