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Education
University of Michigan Master of Arts, Russian and East European Studies, 1995.

· Thesis:  “The Dawn of the Nuclear Age in the Soviet Press.”  An in-depth analysis of how the official Soviet press presented the issues of atomic weapons and nuclear power at the beginning of the Cold War.

· Coursework in international economics, political science, history, Russian and Polish.

University of North Carolina  Interdisciplinary Bachelor of Arts with Honors, Russian and East European Studies, 1993.

· Thesis:  “START, START II, and Deterrence.”  A survey of deterrence literature and discussion of computer simulations of the two treaties.

Awards
· Foreign Language and Area Studies Fellowship, focusing on Russian language, January to April 1995.

· Undergraduate and graduate merit awards, including University of Michigan Block Grants and the Robert C. Byrd Scholarship.

Experience
Paralegal/Legal Assistant/Office Manager, Law Office of Olivier D. Long, McLean, Virginia.  September 26, 2002-present

· Paralegal support for Bankruptcy (Chapter 7) – follow-up with clients for necessary materials, including assisting them in getting documents from corporations and agencies; preparation of forms prior to electronic filing; coordinate filing of multiple cases; help clients respond to requests for additional information by the Trustee.

· Paralegal support for Divorce – draft deposition questions; draft interrogatory answers; develop document production, following-up with clients for necessary materials and helping clients get documents from corporations and agencies; review discovery from opposing parties for completeness and brief attorney; investigate assets being “hidden” by opposing parties; coordinate process service; track cases.

· Paralegal support for collections matters – Warrants-in-Debt; draft documentation for garnishments.

· Paralegal support in other areas, including annulment, employment discrimination, corporate law and personal injury.

· Office management – handle all client billing and accounts receivable, including client account inquiries; do payroll taxes; manage funds in retainer, escrow, and operating accounts; support collections.  Legal plan billing.  All first phone contacts and gatekeeping for attorney.  

Temporary Paralegal, Special Counsel, Washington, DC.  August – September 2002.

· Indexing and summarizing for large litigation project.

Paralegal, Freilicher & Hoffman, PC, Washington, DC.  October 31, 2001-August 2, 2002.

· Preparing filings for submission to the INS, the Department of State and the Department of Labor, including H-1B1, L-1, EB-1, Labor Certification, I-140, adjustment of status, and J-1 foreign residency requirement waivers.

· Preparing responses to Requests for Evidence from the INS.

Consultant/Senior Analyst, The Knowledge Company, Herndon, Virginia.  September 2001-present.

· Education credential evaluation in areas of specialty on a consulting basis.

Senior Analyst, The Knowledge Company, Fairfax, Virginia.  August 1996-June 14, 1998,  December 1, 2000-September 2001.

· Perform educational credential evaluations for immigration and university admission, especially for south and southeast Asia, China, the former Soviet Union, and Eastern 

· Europe, including initial review, research, client communication, drafting, review, editing and production.

· Assist in evaluating work experience equivalency to a bachelor’s degree under H-1B regulations, including initial review, client communication, coordination of collection of evidence for expert review, coordination of expert drafts, drafting of evaluations, review, editing, and production.

· Conduct research regarding asylum law and general immigration issues.

Legal Assistant/Secretary, the University of Virginia Health Services Foundation, Charlottesville, Virginia.  June 15, 1998 - November 31, 2000.

· Conduct initial review and issue spotting for new agreements; brief corporate counsel.

· Track contracts and projects in process to facilitate finalization.

· Database maintenance: monitor active agreements, renewal documents, amendments.

· Draft agreements and correspondence for review by corporate counsel.

· Responsibilities related to budget and billing.

Administrative Assistant, University and Development Events, University of Michigan, Ann Arbor.  June 1995 - August 1996.

· Coordinate and manage registration for multi-day events involving 50-400 guests.

· Provide complete administrative assistance to five planners of major donor and ceremonial events.  Provide primary phone coverage for up to 11 lines.

Work Manager, O'Keffee Cooperative House, Ann Arbor, Michigan.  January 1994 - Apri1 1995.

Kitchen Manager, North Campus Cooperative, Ann Arbor, Michigan.  May to July 1994.

Research Assistant, University of Michigan, Ann Arbor.  September 1993 - Apri11994.

· Surveyed current Russian press for articles relating to mass privatization.

· Abstracted articles for quick reference.

· Maintained files related to CIS economies.

Licensure
· Virginia Notary Public.  Commission expires December 31, 2003.

Other Skills
· Operating Systems: DOS, Windows and Macintosh.

· Mail: UNIX, MS Outlook, Eudora Pro.

· Office automation:  WordPerfect, MSWord, FileMaker Pro, Access, PageMaker, MacDraw Pro, Excel, PowerPoint, IRIS, EILA, Acrobat, TimeSlips, TimeMatters, QuickBooks.

· 60 wpm


