Bevelyn Sanders
5613 Bowesfield Street, Los Angeles, California 90016
(323) 936-6925/Cell (213) 880-6962
goflower@pacbell.net
QUALIFICATIONS SUMMARY
Legal Administrative Support professional experienced working in fast-paced environments that demands strong organizational and interpersonal skills.  

· Able to multitask and make appropriate decision under pressure.  

· Excellent oral and written communications skills.

· Work well in a team or in an independent environment.

· Proficient at several computer applications, including Microsoft Office.
· Good time management skills prioritizing workload.
· Attention to detail.

· Knowledge of federal and state court rules and procedures.

· Preparation of notebooks for trial, mediation, arbitration and depositions. 
PROFESSIONAL EXPERIENCE

Eugene Harris, MD, Orthopedic Surgeon
Workers’ Compensation Physician
Cedar Sinai Medical Center, Los Angeles, CA 

Contract Administrative Assistant - September 2010 to Present
· Provide support to expert orthopedics doctor relating to workers’ compensation.
· Gather, organize and manage patients’ medical records.
· Review and summarize multiple reports relating to patients’ injuries to include:  Doctor’s first report; orthopedics initial evaluation and follow up reports, secondary treating physician reports, psychiatric evaluation, QME & AME evaluation, and AOE/COE evaluation, as well as, diagnostic studies, operative reports and deposition transcriptions. 
· Prepare, type, edit and proofread final summarized reports.
· Review, compose, and prepare report of surveillance tapes.
· Perform all assigned tasks in a timely manner independently.
Temporary Agency Assignments 
Contract Litigation Secretary - March 2008 to June 2011
Phillip Lerner & Lauzon – Litigation Secretary (Family Law)
Parker, Milliken, Clark, O’Hara & Samulian – Litigation Secretary
Jaffe & Clemens, Litigation Secretary (Family Law)
Law Offices of Sandra Segal-Polin – Litigation Secretary (Family Law)
Sedgwick, Detert, Moran & Arnold – Litigation Secretary

Fagen Friedman & Fulfrost LLP – Litigation Secretary

Glaser Weil Fink Jacobs & Shapiro – Litigation Secretary
· Preparation of documents to include court filings, discovery, motions, summary judgment, etc.

· Scheduled depositions, mediations, stipulations, courtcall hearings, etc.
· Maintained attorneys’ calendar.

· Preparation of expartes, subpoenas and pre-trial documents.

· Preparation of trial folders.
· Received and transcribed legal dictation.
Chapman, Glucksman, Dean, Roeb & Barger 

Litigation Secretary - July 2008 – December 2008
· Legal assistant for two associates in construction defects.
· Prepared and E-filed complex documents in state courts.
· Set-up and prepared trial and exhibits folders.

· Prepared discovery and trial documents.
· Received and transcribed dictation.
· Reserved motion dates, scheduled courtcall hearings, and prepared subpoenas.
Ivie, McNeill & Wyatt 
Litigation Secretary - February 2004 – May 2008 
· Legal assistant for two senior attorneys and paralegal relating to medical malpractice and family law.
· Prepared and filed documents in state, federal and appeal courts.
· Prepared discovery documents.

· Prepared subpoenaed.
· Interacted with court clerks.

· Scheduled and calendared depositions and hearing dates.
· Transcribed and typed various legal documents via auto dictation.
· Organized and maintained client files.
Quinn Emanuel Urquhart Oliver & Hedges 
Litigation Secretary - March 2002 – April 2003
· Legal assistant for three attorneys relating to business litigation.
· Prepared and filed documents in federal court.
· Organized and maintained voluminous client files.
· Prepared subpoenas, summons, complaints and various legal documents.
· Scheduled depositions.
· Assisted associates with preparation of notebooks for depositions, mediation and trial.

Education:
Santa Monica City College/Cerritos City – Court reporting – 1992/1996

Los Angeles City College – Legal Secretary Certificate – 1983/1990
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