Susann Golden

4908 Chisholm Trail NW

Albuquerque, N.M. 87120

Home:  (505) 899-8495

Cell:  (505) 385-6857

sdgolden@gmail.com

Employment History
OA

March 2016 to Present 

Mine Safety and Health Administration

300 San Mateo NE, Suite 407

Albuquerque, NM 87120

505-346-6775

Salary:  $36,020.00

Hours Worked:  40 Hours per Week

Supervisor:  Mark Williams 

Telephone:  505-346-6775

Contact:  No 

RESPONSIBILITIES
Performs basic tasks in support of the office’s administrative functions under the close direction of a manager or more experienced employees. Assists supervisor and other employees in day to day operations.

Applies basic knowledge and extensive experience in performing a variety of tasks that support the office’s administrative programs, policies, and procedures. Assignments may include: compiling and tracking data; maintaining records; scheduling meetings; receiving visitors; responding to telephone inquiries; typing and reviewing correspondence; and providing standard information on administrative policies.

Compiles and consolidates information, and prepares reports for review. Has a limited understanding of how administrative financial and other business support assignments contribute to the activities of the organizational unit. Applies analytical processes to programs such as mining inspections, travel administration, overtime usage trends, leave usage, etc., to provide reports and data to management for decision making. Assists in preparing administrative directives or revisions needed to implement recommendations.
Contract Transcriber

March 2013 to Present

Self Employed

4908 Chisholm Trail NW

Albuquerque, NM 87120

505-899-8495

Salary:  $20,000.00 per year

Hours Worked:  25 Hours per Week

Supervisor:  Self

Telephone Number:  505-899-8495

Contact:  Yes

RESPONSIBILITIES

Contract transcriber to several companies.  Tasked with transcribing financial reports, annual and semi-annual shareholder meetings.  Law Enforcement transcription to include interviews and interrogations.  Legal transcription to include depositions, client and witness interviews, pleadings, correspondence and court proceedings.  Medical transcription to include notes, meetings and charting. 
Administrative Secretary 

November 2012 to February 2013
Presbyterian Healthcare Services

9521 San Mateo NE

Albuquerque, NM 87113

505-923-7939
Salary:  $52,000.00 per year

Hours Worked:  7:00 a.m. to 4:00 p.m.

Supervisor:  HR Manager 

Telephone Number:  505-923-5700

Contact:  Yes
RESPONSIBILITIES

Served as the Administrative Secretary for the Vice President of the Strategic Planning and Development department. Extensive knowledge of procurement, property management, and management support services to include management of contracts to maintain compliance with budgetary control.  Responsible for assistance in budgetary estimation and conducting of fiscal reviews.  Extensive maintenance and coordination the several Managers and Director’s calendars.  Coordinate various aspects of meeting to include site location, document production, et al.  Directly responsible for maintaining VP’s schedule.  Administrative core responsibilities to include an understanding of confidentially of records legal and fiscal documents and dialog.  Responsible for meeting coordination, agenda and minute compilation and documentation, distribution and revision. Served as direct liaison to internal and external contacts.  

Administrative Assistant

October 2011 to October 2012
Lovelace Respiratory Research Institute

2425 Ridgeview Drive SE

Albuquerque, NM 87108

(505) 348-9400
Salary:  $40,000.00 per year

Hours Worked:  8:00 a.m. to 5:00 p.m.

Supervisor:  Benito Gonzales 

         HR Manager 

Telephone Number:  505-348-9400

Contact:  Yes
RESPONSIBILITIES

Administrative Assistant in the office of the president and CEO.  Maintained and coordinated multiple doctor’s calendars to include, meetings, engagements and document deadlines. Extensive knowledge of procurement, property management, and management support services to include management of contracts to maintain compliance with budgetary control.  Responsible for assistance in budgetary estimation and conducting of fiscal reviews.  Coordinate various aspects of meeting and event planning to include site location, document production, et al. Extensive coordination and monitoring of complex travel arrangements.  Administrative source responsibilities to include an understanding of confidentially of records to include legal, fiscal documents and dialog.  Meeting coordination, minute compilation and documentation, distribution and revision.  Direct responsibility for office and facility management, procurement of all supplies and machines for department. Direct liaison to internal and external contacts.  
Paralegal

October 2010 to August 2011 

Fuentes & Associates, P.C. 

2320 Lariat Road 

Rio Rancho, NM 87124

(505) 892-5991
Salary:  $24,000.00 per year

Hours Worked:  8:00 a.m. to 5:00 p.m.

Supervisor:  Robert Fuentes


        Managing Attorney  

Telephone Number:  505-892-5991

Contact:  Yes
RESPONSIBILITIES

Served as paralegal and legal secretarial support to attorney to include extensive database management, extensive calendar maintenance and coordination to include pleading deadlines, office supply procurement, travel arrangements and coordination, meeting scheduling, minute documentation and transcription, meeting coordination to include production of meeting documents, mail review and coordination and transcription. Extensive database management to include maintenance of client’s files, court dockets, etc.  Directly responsible for financial tracking, document coordination and control, preparation of legal documents to include contracts, pleadings, subpoenas, discovery and marital settlement agreements; court filings; Timeslips; maintaining trial and document calendaring; continuous client service; legal writing and legal research.  

Administrative Assistant II

July 2010 to July 2010

UNM Temporary Services 

2701 Campus Boulevard

1 University of New Mexico 

Albuquerque, NM 87131

(505) 980-0850
Salary:  $14.00 per hour

Hours Worked:  8:00 a.m. to 5:00 p.m.

Supervisor:  IT Manager 

Telephone Number:  505-980-0850

Contact:  Yes
RESPONSIBILITIES

Served as computer support in database management to include the conversion and input of data into new database.  Responsible for proof reading, editing and formatting of converted data. 

Paralegal

November 2009 to February 2010

Manpower Placement Services

4100 Osuna Road NE, Suite #102

Albuquerque, NM 87109

(505) 345-6200
Salary:  $42,000.00 per year

Hours Worked:  8:00 a.m. to 5:00 p.m.

Supervisor:  HR Manager 

Telephone Number:  505-345-6200

Contact:  Yes
RESPONSIBILITIES

Served a Paralegal support for a large Albuquerque electric company in the Company Sourcing Division for document control and review of real estate and contractor 
contracts; track and summarize contracts; insure completeness and compliance of contracts; contact with contractors and staff, convert documents to .pdf format.  Served as computer support in database management to include the conversion and input of data into new database.
Executive Assistant

April 2007 to October 2009

Kelly Temporary Services 

6000 Uptown Boulevard NE, Suite 120

Albuquerque, NM 87110

(505) 883-6873
Salary:  Varied per Contract

Hours Worked:  7:00 a.m. to 4:00 p.m.

Supervisor:  HR Manager 

Telephone Number:  505-883-6873

Contact:  Yes
RESPONSIBILITIES:

Served as Executive Assistant to Medical Compliance Director to include calendar scheduling and coordination, document control, office supply procurement utilizing PO’s and SPO’s for division, drafting of documents, payroll, facility management, travel arrangements and coordination, meeting scheduling, minute documentation and transcription meeting coordination to include production of meeting documents, mail review and coordination, event coordination, transcription and budget preparation. 

Paralegal/Legal Assistant/Administrative Assistant

Jul 2005 to Jul 2009

Office Team

One Park Square

Albuquerque, NM 87110

(505) 888 4002
Salary:  Varied per contract.

Hours Worked:  8:00 a.m. to 5:00 p.m.

Supervisor:  HR Manager 

Telephone Number:  505-888-4002

Contact:  Yes
RESPONSIBILITIES:

Served as administrative support to an architectural firm to include processing and monitoring contracts, and customer service.  Served as paralegal support to attorneys; Directly responsible for preparation of legal documents to include pleadings, subpoenas, discovery and marital settlement agreements; court filings; Timeslips; maintaining trial and document calendaring; continuous client service; legal writing and legal research.

Served as paralegal support to attorneys; calendar maintenance, travel arrangements, Directly responsible for document control,  preparation of legal documents to include pleadings, subpoenas, discovery and marital settlement agreements; court filings; Timeslips; maintaining trial and document calendaring; continuous client service; legal writing and legal research.

Legal Assistant/Office Manager

Apr 2004 to Jun 2005

David N. Hernandez and Associates 

P.O. Box 25367

Albuquerque, N.M. 87103

505-843-7300
Salary:  $15.00 per hour

Hours Worked:  8:00 a.m. to 5:00 p.m.

Supervisor:  David Hernandez


         Managing Attorney 

Telephone Number:  505-843-7300

Contact:  No
RESPONSIBILITIES: 

Directly responsible for office management to include procurement of office machines, services and supplies, facility management, supervision of staff, research and preparation of legal documents to include all aspects of domestic law, real estate law, construction law, bankruptcy law, civil litigation and estate planning documents; court filings; database management; office management; client billing utilizing Timeslips and Quicken; AR/AP; acquisition of office equipment and supplies; maintaining trial and document calendar; continuous client service; legal writing; legal research.

Administrative Assistant III 

Aug-2002 to Feb-2004 

Cancer Research & Treatment Center 

Albuquerque, New Mexico 87131

505-272-4443 
Salary:  $33,000.00 per year

Hours Worked:  8:00 a.m. to 5:00 p.m.

Supervisor:  Richard Farris 

Telephone Number:  505-272-4283

Contact:  Yes
RESPONSIBILITIES:

Served as Executive Assistant to the CAO of the UNM Cancer Research & Treatment Center.  Maintained and coordinated CAO’s calendar.  Coordinated various aspects of fundraising to include database management and donor relations. Coordinated and monitored travel arrangements.  Directly responsible for maintaining CAO's schedule.  Administrative and human resource responsibilities to include an understanding of confidentially of records, medical, legal, HR and fiscal documents and dialog. Meeting coordination, minute documentation, distribution and revision.  Direct responsibility for office and facility management, procurement of all supplies and machines for department. Supervision and training of students and employees.  Budget administration and control. Direct liaison to internal and external contacts. Responsible for representing UNM Cancer Research & Treatment Center Administrative office in all interactions to include administrative and human resource matters to faculty, staff, students and VIPS. Responsible for all financial tasks to include travel, SPO's, PR's, et al, and to keep abreast and to insure implementation of all UNM policies and guidelines as applicable to the UNM Cancer Research & Treatment Center and as directed by CAO. Responsible for drafting of correspondence to include legal and human resource documents.  

Clerk 4/HR Trainer

Feb-2001 to Feb 2002

Second Judicial District Court 

400 Lomas NW 

Albuquerque, NM 87102 

(505) 841-7432
Salary:  $37,000.00 per year

Hours Worked:  8:00 a.m. to 5:00 p.m.

Supervisor:  HR Manager 

Telephone Number:  505-841-7432

Contact:  Yes
RESPONSIBILITIES: 

Directly responsible for the creation of Procedure Manuals. Supervision and training of staff in the use of Computer Software and personnel procedures.  Also, trained staff in Team Building and Customer Service skills. Responsible for the drafting of Court 
Correspondence and Documents. Responsible for coordinating training events and document production. Assisted in the issuance of badges to employees.

Office Administrator 

Sept-1997 to Feb-2001

Legal Aid Society of Albuquerque, Inc 

P.O. Box 25486 

Albuquerque, N.M. 87125-5486 

(505) 243-7871
Salary:  $13.00 per hour

Hours Worked:  8:00 a.m. to 1:00 p.m.

Supervisor:  HR Manager 

Telephone Number:  505-243-7971

Contact:  Yes
RESPONSIBILITIES:

Directly responsible for facility management, procurement of all office supplies and equipment. Served as computer support in database management to include the conversion and input of data into database. Coordinated various aspects of fundraising to include database management and donor relations.  Supervision of support staff.  Managed cases from intake to completion.  Managed the firm’s database and computers.   Negotiated and compared bids from various vendors for supplies.  Training of staff in the use of software and office equipment.  Bookkeeping to include payroll and accounts receivables. Responsible for legal, financial, investment and grant internet research.  Served as Facility Manager.  Paralegal duties as assigned. 

Office Manager

Mar-1987 to Sept-1997

Sutin, Thayer & Browne P.C.

P.O. Box 1945

Albuquerque, N.M. 87103 

(505) 883-2500 
Salary:  $26,000.00 per year.

Hours Worked:  7:30 a.m. to 4:30 p.m.

Supervisor:  HR Manager 

Telephone Number:  505-883-2500

Contact:  Yes
RESPONSIBILITIES:

Responsible for the procurement of all office supplies and machines.  Supervised and trained staff in the use of office/telephone equipment. Responsible for facility management to include managing tenant relations. Maintained telecommunication/voice mail system. Coordinated large meetings and seminars.  Coordinated large mailings.  Paralegal and Legal Assistant duties. 

Education:

Matawan Regional High School

Matawan, NJ 07747

High School Diploma
EXPERIENCE/SKILLS

Procurement, property management, and management support services to include management of contracts to maintain compliance with budgetary control.  

Assistance in budgetary estimation and conducting of fiscal reviews

Typing Speed:  90 wpm

Legal, Medical, Financial and Administrative Transcription

Legal/Medical Terminology
Working Knowledge of State, Local and Federal Laws 

Court Procedures 

Legal Codes

Government Regulations

Organization of Office Procedures and Processes

Background Research 

Calendar Coordination
Travel Coordination

Coordination of Large and Small Meetings/Conferences inclusive of catering needs

Office
Experience/Skills Continued:

Organization and Summarization of Medical Records

Human Resources Applications and Procedures 

Training of Personnel

UNM P-Card

Eprints

Preparation of Manuscripts 

Research Analysis
Legal Writing

Grant Writing 

Contract Writing 

Legal Research

Timeslips

Internet Sales

Office and Facility Management 

Organizational/Records Management

Customer Service Skills Professional Writing Skills

Notary Public 

Collections

Operations Staff Supervision and Training Staff 

Office Procedure Planning 

Supply/Equipment Management

Working Knowledge of Various Software and Hardware Applications

Accounts Payable, Accounts Receivable, Payroll and Reconciliation of Accounts 

Telephone/Voicemail Management 

Quicken

Web Based Applications, i.e., Oracle

QuickBooks

Internet Research 

SOFTWARE APPLICATIONS

Microsoft Office Suite 2010
MS SharePoint 2010

MS Word 2010
MS Excel 2010 

MS Outlook 2010 

MS Publisher 2010
MS Project 2010
MS Visio 2010
Corel WordPerfect

Intuit QuickBooks

Adobe Illustrator

Banner/Hyperion Systems

ProLaw Software 

AMICUS Software

AMION Software

Innovations Software 
Lotus Notes

Novell GroupWise

IDX
REFERENCES
Richard Farris 

UNMMG

Program Analyst III

(505) 272-4283
John Brandt
Santa Fe Opera
Manager
(505) 986-5900
Robert Fuentes
Fuentes & Associates
Lawyer/ Supervisor

(505) 892-5991
Karyn Chavez 
VSH, Inc. 

Administrative Bookkeeper
(505) 453-7013
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