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WORK EXPERIENCE 

Law & Order, PLLC							          	                              Jan. 2019 – Present
Lead Closing Paralegal 									             	     Raleigh, NC
• Provided exceptional legal aid to clients and attorneys in a fast-paced firm environment, assisting in closing an average of 450+ real estate transactions per month. 
• Responsible for preparing closing-related documents to meet all closing deadlines, working with attorneys. and lender contacts to review all documentation prior to closing, and quickly problem-solving any issues or concerns.
• Provided guidance to clients throughout residential, commercial, and investment property transactions.  

Elite Law Offices PC								                   October 2016 – Dec. 2018
Closing Paralegal											     Raleigh, NC
•Assisted attorneys in conducting title searches, preparing initial drafts of documents, and coordination of all documents and parties throughout the closing process.
• Provided guidance to clients throughout residential, commercial, and investment property transactions.  
•Shared in responsibility of establishing, building, and maintaining meaningful relationships with realtors, clients, and lenders.

Schmoney Bank Mortgage						           		 August 2015 – October 2016
Closing Specialist									      	                   Raleigh, NC
•Developed and maintained strength in task management and prioritization to meet tight deadlines.
•Prepared Closing Disclosures, Loan Packages, HUD-1 Settlement Statements, and Seller Documents with precision and efficiency while maintaining a continuously overflowing work pipeline.

EDUCATION 
	
Raleigh University 					                     	        		                                 June, 2015 
Bachelor of Arts, Mass Communications					   			     Raleigh, NC
· 3.8 GPA
· Tennis Team for 3 consecutive years

SKILLS & INTERESTS

· Skills: Microsoft Office, Strategic Thinking, Problem Solving, Customer Service, Client Retention, Collaboration, Time Management
· Interests: Tennis, Practicing Spanish, Running Marathons, Volunteering at Shelters

References available upon request
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