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Summary of Skills:

· Skilled researcher and legal professional in Minnesota Court, Westlaw and Federal Information and PACER Systems with over 15 years of experience
· Practiced analyst in data entry, prepping hard copy and scanning Federal, Appeals, District and Trial Court documents
· Proficient in Microsoft Word, Excel, Outlook and other legal software applications
· Punctual, professional, and dedicated specialist in legal office environments

Experience:

Second Harvest Heartland	Maplewood, MN
Customer Service/SNAP Line Internship	02/2017 – Present
· Skilled customer service abilities using a multiline phone system to interview and gather information from recipients of the Supplemental Nutrition Assistance Program (SNAP)
· Experienced with administrative duties including constant use of the Microsoft Office Suite to schedule appointments, record information, copying, ordering outreach material, and processing applications in a nonprofit environment
· Practiced with troubleshooting and advanced communication skills servicing people of diverse economic, social, and ethnic backgrounds in order to efficiently process SNAP applications
· Trained multitasker with current experience navigating software applications and databases while maintaining a phone conversation in order to provide excellent customer service to clients
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Thomson Reuters	Eagan, MN
Publishing Specialist	02/2002 – 12/2014
· Responsible for supporting attorneys by organizing legal manifests for spreadsheet data entry
· Scanned legal documents, forms and documented on-line procedures for court cases
· Analyzed summary entries and attachments related to proceedings of each case ensuring accuracy and appropriateness for placement into Westlaw
· Downloaded documents from PACER to ensure Westlaw has complete record on each particular case

Thomson Reuters	Eagan, MN
KeyCite Analyst/Query Editor	10/1999 – 06/2002
· Analyzed each court case to check for links between current and past similar case docket numbers
· Verified outcomes of Federal and State court rulings to ensure historical record was in compliance with rulings
· Organized up to a thousand KeyCites monthly to ensure attorneys could view the history of a case, statute, administrative decision  or regulation
· Compared cases for direct history to verify KeyCite tag reflected proper ruling on that specific case
· Analyzed cases for indirect history to inform attorneys of impact on other cases

Education and Training:

Ripon College	Ripon, WI
Bachelor of Arts degree in Anthropology	

Twin Cities R!SE	St. Paul, MN
Professional Development Training	08/2016 - Present
· Developing skills related to professional writing, public speaking, and appropriate workplace communication including conflict resolution, feedback, mediation and teamwork
· Demonstrated proficiency in Microsoft Word, Outlook, Excel, and PowerPoint with keyboarding speeds at 55 AWPM
