William T. Burley, III

13502 North Borough, Apt. 112





Telephone:  (713) 614-3322
Houston, Texas 77067






Mobile:        (713) 614-3322









E-mail:  mruniverse08@gmail.com
Employment Objective

To obtain a challenging position in a company that seeks an ambitious and career conscious person.

Relevant Work Experience

January 2008 – Present



Volunteer Services

Houston, Texas

Volunteer

Have been volunteering for various agencies in various capacities.
January 2007 – September 2007



Quest Personnel

Houston, Texas


Contract Paralegal
· Extensive review of medical records

· Summarize and determine eligibility for settlement payment

· Receive extensive medical and terminology training
 Extensive 
Docketing and calendaring

· Draft and finalize legal correspondence and pleadings

February 2006 – May 2006

Law Office of Cletus P. Ernster, III, P.C.
Houston, Texas


Paralegal
· Assist in preparation for trials, depositions, hearings and client meetings

· Docketing and calendaring

· Draft original petitions, discovery and responses, motions for summary judgment

· Management of local counsel

· Extensive case management of large personal injury and products liability docket

· Heavy litigation experience

September 2004 – January 2006


Beck, Redden & Secrest, LLP

Houston, Texas


Paralegal
· Management of heavy litigation docket

· Draft legal correspondence and pleadings

· Assist attorneys prepare for hearings, trials, depositions and mediations

· Calendaring and docketing

· Interaction with courts and outside counsel

· Extensive database management, including Access, Summation and Ringtail

November 2002 – September 2004

Broemer & Associates, LLC

Houston, Texas


Paralegal
· Assist attorneys prepare for hearings, trials and corporate meetings

· Assist in preparation of legal arguments

· Maintain litigation, insurance defense docket calendar, case management and extensive client interviewing

· Draft settlement documents, pleadings, demand letters, contracts and other legal correspondence

· Review insurance contracts for compliance and create memoranda regarding same

· Request, summarize and organize medical records and perform as firm Social Security Disability representative; determine eligibility requirements be met by clients
December 2001 – October 2002


The Specialists Group


Houston, Texas


Contract Paralegal
· Draft legal correspondence, pleadings and employee handbooks

· Assist in maintaining docket calendar and case management

· Assist attorneys prepare for hearings

February 2001 – November 2001

Law Office of Robert Hardy

Houston, Texas


Paralegal
· Maintain docket calendar and case management of extensive Social Security Disability caseload

· Review files for compliance to Social Security Administration guidelines; create memoranda regarding same

· Draft legal correspondence, pleadings and interrogatories

· Maintain working relationship with Social Security Administration and clients

· Request, summarize and organize medical records

Education

1999 – 2001



Center for Advanced Legal Studies

Houston, Texas


Associate of Applied Science in Paralegal Studies
· ABA approved paralegal education

· Dedicated to the study of the role of the paralegal in the Texas workforce

· Graduated in the top of class

Skills

· Adept at both oral and written communication with a typing speed of 78 wpm

· Computer programs include, but are not limited to, Microsoft Office, WordPerfect Suite, Timeslips, ProDoc, Lexis/Nexis, Westlaw, AutoTrack, Ringtail (online database), Summation, Access, Imanage j.a.w.s. and Juris

Professional Affiliations

· State Bar of Texas - Paralegal Division

Active Member (2004 – Present)

· Houston Metropolitan Paralegal Association

Member (2003 – Present)

Newsletter Editor (2004 – 2005)

President-Elect (April – September 2005)

President (September 2005 – March 2007)

