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Career Objective (Headings-Bold & 12 to 14 Font)
(Career Objective is Optional)

To obtain a Paralegal position in Real Estate Law firm. (Text be in Regular & 11 to 12 Font)

Professional Experience

(Dates be in Year to Year (1994-2000) or Month/Year to Month/Year 2/00-12/05)

2000-Present
Belding & Belding Law, Cedar Rapids, IA



Legal Assistant (Job Titles be Bold)
· Provide paralegal services to attorneys in residential real estate sales within Iowa and Illinois. (Use Action Verbs like Manage-Present Tense, Coordinated-Past Tense)
· Monitor transactions from start to final settlement statement; order and review titles, obtain plot plans and municipal lien certificates, research background, and work successfully against deadlines.

· Serve as liaison for clients, banks, and attorneys; schedule meetings, identify documents necessary for all parties.

· Coordinate all post-closing functions, complete title insurance forms, send final payments to banks and municipalities, and disburse funds.

1994-2000
Investors Life Insurance Co., Marion, IA



Deputy Clerk (1998-2000)

· Negotiated payments with attorneys Third Party Liability cases and reviewed medical records.



Operator Clerk (1994-1998)

· Provided subscriber information to customers, assisted in completion of questionnaires and forms.

Education (List most recent education first and High School is not necessary if you have college education)


Kirkwood Community College, Cedar Rapids, Iowa


Paralegal Studies,  Associate of Arts Degree  - 1994


3.95/4.00 GPA (Optional and it must 3.00 or better to list)
Computer Skills (Must list Computer Skills on Resume)
Experience in operating IBM-PC's and programs Win XP, Word 2003, Excel 2003,  Internet and E-Mail; Knowledgeable in PowerPoint 2003, and Access 2003 programs; Typing (60 wpm).
