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 Outstanding negotiating capabilities 

 Knowledge of Federal and State laws, and courtroom procedures. 

 Quickly learn and master new technology; proficient typing skills; equally successful in both 
team and self-directed settings; and proficient in a range of computer systems (i.e. Westlaw 
and MLS).  

 Effective customer service while utilizing negotiating/communicating skills and experience.  

EDUCATION/TRAINING 

Texas Woman’s University – Denton, TX 
Bachelor of Science – Legal Studies 
 
El Centro College – Dallas, TX                                                                
Certificate – Family and Basic Mediation 
 
                                                                             
Southern Methodist University-Dallas, TX        
Certificate – Mediation  

2011 
 

 
2011 

 
 
 

2012 
 
 

WORK EXPERIENCE 

Contract Document Reviewer 
TransPerfect Legal Solutions-Houston, TX   February 2019 to May 2019 

• Review documents using Relativity 
• Review documents and determine if any Personal Identifiable Information is present 
• Examine hundreds of documents i.e. letters, e-mails, and spreadsheets  
• Determine whether the information should be turned over to an opposing party in 

response to a discovery request 
 
 
 
Concierge Consultant 
O'Connor& Associates-Houston, TX   January 2018 to August 2018 

• Educated victims of Hurricane Harvey about the Harvey Federal Tax Refund Program 
• Managed large amounts of incoming calls 
• Provided accurate, valid and complete information by using the right methods/tools 
• Met personal/customer service team sales targets and call handling quotas 
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Area Director 
  Nationwide Eviction-Houston, TX    February 2017 to January 2018 

• Determined staffing requirements, interviewed, hired and trained new employees 
• Managed staff, prepared work schedules and assigned specific duties 
• Provided customer support to serviced clients 
• Supported sales efforts 
• Attended marketing and training events  
• Coordinated and managed case processing operations 

 
 
Court Representative 
  Nationwide Eviction-Houston, TX    December 2013 to February 2017 

• Represented Landlords and Property Owners in eviction cases filed in Justice Courts 

• Prepared and reviewed all necessary documents for trial 

• Interacted with court personnel, i.e. judge, court clerk, and bailiff   
 
 
Licensed Real Estate Agent 
  Atlantic and Pacific-Houston, TX              March 2013 to January 2014 

• Provided guidance and assisted sellers and buyers in marketing and purchasing property 
for the right price under the best terms 

• Participated in intermediate negotiation processes to ensure fair and honest deals for 
clients 

• Consulted with clients on market conditions, prices, mortgages, legal requirements and 
related matters 

• Prepared necessary paperwork (contracts, leases, deeds, closing statements etc) 
 
 
New Home Sales Greeter 
 Open House Network – South Lake, TX                                  April 2012 August 2012 

• Met and greeted prospective home buyers  
• Informed prospective home buyers about the community and available floor plans 
• General administrative duties 

Legal Assistant  
Butler & Hosch, P.A.-Dallas, TX                                        July 2011 to December 2011 

• Prepared documents for Attorney review and researched various matters for attorneys 

• Communicated with clients by phone and e-mail regarding various matters and routinely 
updated internal and client systems 

• Analyzed reports for accuracy and timeliness and updated files 
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• Monitored and maintained compliance with client and legal deadlines 

VOLUNTEER EXPERIENCE 

Community Mediator 
  Harris County Dispute Resolution Center-Houston, TX     October 2012 to present 
 
Volunteer Mediator 
  Better Business Bureau of Greater Houston-Houston, TX   October 2012 to present 


