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	Personal Summary
	
	

	
	
	Education

	My strength as a professional is that I am a fast learner. I frequently adapt to new challenges, have experience in analyzing legal documentation, and am familiar with both legal and academic research and writing. I am highly organized and have high attention to detail. I deal with problems well under pressure and am eager to provide quality work within a new company. 
	
	Aberystwyth University—MsEcon in International Relations 

Capital University Law School – Postgraduate Paralegal Program

Muskingum University—Bachelors in International Affairs and French

KEY SKILLS
Legal AND ACADEMIC research
Bilingual: French / english
Organized 
Detail Oriented 
Budgeting
tRAINING / MENTORING FELLOW COLLEAGUES

AWARDS
Employee of the month

	Experience
	
	

	May 2023-Current
Contract Administrator II |Legal Department | Meridian Bioscience, Inc.

· Aids in managing the Contract System 
· Reviews and edits Distribution Agreements, Supply Agreements, Non-Disclosure
· Agreements, and Material Transfer Agreements for multiple business units
· Monitor contract follow up and renewal provisions
· Ensure proper implementation of certain terms and conditions within customer contracts
· Ensure all deadlines and conditions described in contracts are met
· Provide contract visibility and awareness
· Run reports to ensure all auto-renewal and termination dates are captured ahead of time
· Creates templates with management aid

September 2016–January 2023
Senior Paralegal | First Legal-Complaints | Manley Deas Kochalski

· Reviewed property chain of title and draft initial foreclosure complaint with exhibits in five states: Ohio, Kentucky, Pennsylvania, Indiana, and Illinois
· Prepare 150–200 complaints a month while maintaining a 5% error rate or below
· Created training guides for new hires within department 
· Frequently, volunteered to work within the Bankruptcy Department, Judgment Department
· Aids Human Resources with firm wide new hires
· Knowledge of PACER docket for Bankruptcy 
· Familiar with state docket searches for multiple states, FDIC searches, and business entity reviews on the Secretary of State websites 
· Working knowledge of probate dockets and documents to identify proper defendants
· Monitored workflow and audits to ensure work is getting completed timely so no deadlines are missed
· Aided with client reporting and client communication 
· Worked with Compliance and IT department to update HotDoc merge issues to meet client and state changes




September 2015–2016
Paralegal | Original Documents | Manley Deas Kochalski

· Reviewed and prepared 1200 allonges and assignments a month in order to obtain chain of title for the Complaints department and Bankruptcy department with a 0% error rate
· Frequently, aided management with client issues 
· Assisted management on special projects to ensure aged files were reviewed and updated as often as possible
· After six months was a volunteer for the First Legal-Complaints department to help manage their workload 

May 2013–September 2015
Document Review Specialist | Court Orders and Levies Department | JPMorgan Chase & CO

· Reviewed court orders and garnishments from ten states  
· Has knowledge of banking rules and regulations
· Assisted Vice President of Department in testing new systems 
· Gave a presentation to Corporate Vice Presidents and Presidents of other departments to show the benefit of the implementation of the new system
· Maintained a low error rate and highest production rate while part of Court Orders and Levies
· Part of Quality Board: gave frequent presentations to the entire department alongside regular work duties
 
	
	

	Leadership
	
	

	· President of French Club 
· President of Phi Sigma Iota 
· Vice President | Panhellenic Chair of Greek Council 
· Standards Chair of Alpha Sigma Alpha 
· Fundraising Chair of Alpha Sigma Alpha
	
	

	membership
	
	

	· Alpha Sigma Alpha, Cincinnati Alumnae Association
· Cincinnati Paralegal Association: Public Relations Chair, 2022

	
	

	





{04705502-1 }	
