NADINE ROSS
7918 Fall Creek Road, #108
Dublin, CA 94568
(925) 487-2921

nadineross@aol.com
Summary
Legal Secretary with over 25 years of litigation experience.  A proven track record of effective assistance to partners, associates and team members, and a reputation for maintaining and processing client records, files and legal documents in a highly organized and efficient manner.

For the entire year of 2004, I had the opportunity of working on a multi-million dollar lawsuit regarding complex partnership dissolution, fraud and breach of contract claims, which was the largest civil lawsuit in Stanislaus County.  Assisted client in preparing for trial, reviewed deposition transcripts, summarized transcripts using CaseMap and LiveNote, assisted and attended the six-week trial.
Qualifications
	· State and Federal Court filing, discovery and proofs of service

· E-Filing, State and Federal (Pacer)
· Table of Contents and Authorities

· Court rules and policies

· Pleadings, discovery and correspondence creation/preparation

· Judicial Council forms

· Calendaring

· Trial preparation
	· Microsoft Word; PowerPoint
· Word Processing: 90-100 wpm

· Tape transcription

· Redlining

· Microsoft Outlook

· Travel arrangements/Expense reports

· Advanced multi-tasking

· Team player; acclimate quickly
· Overtime availability

· Initiative, organization, sound independent judgment 


Software

Microsoft Word, WordPerfect, PCDocs, iManage, MacPac, ProLaw, CompuLaw, Amicus; Abacus, Legal Solutions, Comparite, DeltaView, Full Authority, CarpeDiem, DTE, Timeslips, CaseMap, LiveNote, Excel, Lexis-Nexis, File&ServeXpress, OneLegal, Odyssey, Pacer, ECF
Areas of Legal Experience

Insurance Defense, General Civil, Trial and Appellate, State and Federal Courts, Bankruptcy, Litigation, Creditor Rights, Legal Malpractice, Medical Malpractice, Personal Injury, Products Liability, Professional Liability, Construction Defect, Real Estate, Foreclosure, Family Law, Probate and Trust Administration
Experience
Self-Employed, Freelance Litigation Secretary



January 2010 – Present
· Jeffrey D. Kirk, Attorney (Trial prep and attendance)
· John S. Warnlof, Attorney/Mediator, Walnut Creek, CA

· Buchman Provine Smith Brothers, LLP, Walnut Creek, CA (Civil/Real Estate/Estate Planning)
· Pandell Law Firm, Walnut Creek, CA (Construction Defect)
· Low, Ball & Lynch, San Francisco (Construction Defect/Asbestos)
· Pearson & Schachter, Walnut Creek (Civil/Employment)
· Michel & Fackler, Walnut Creek (Insurance Defense)
· Various contract positions
Foley McIntosh Frey & Claytor, Lafayette, CA



February 2009 – January 2010
Litigation Secretary (Laid off – firm downsized)

Freelance Litigation Secretary




March 2007 – February 2009
McNichols, Randick, O’Dea & Tooliatos, Pleasanton, CA


March 2006 – March 2007
Litigation/Corporate Secretary (Partnership split, firm downsized)

Freelance Litigation Secretary and Word Processor


1999 – 2006
Bartko, Zankel, Tarrant & Miller, San Francisco, CA


1998
Workflow Coordinator (Reason for Leaving:  Position eliminated)
Newly created position supervising word processing staff, responded and resolved attorneys’ and staff’s concerns about workflow coordination, worked with secretaries and word processers in handling overflow work, handled daily coverage due to absences, addressed feedback with secretaries and word processors as needed, reviewed and approved overtime, assisted Office Manager with recruiting for new secretaries and word processors. 
Jeffer, Mangels, Butler & Marmaro, San Francisco, CA


1997-1998

Floater Litigation Secretary (Reason for Leaving: Quasi-management position/salary increase)
Tarkington, O'Connor & O'Neill, San Francisco, CA


1987-1996
Litigation Secretary (1990-1996) - Word Processor (evening) (1987-1989)
Insurance Defense (Reason for Leaving: Laid off)

Membership:  Livermore-Amador Valley Legal Secretaries Association
REFERENCES
	PERMANENT

	Christopher Tarkington, Esq. (9 years)
Tarkington, O'Connor & O'Neill

201 Mission Street, Suite 710

San Francisco, CA 94105
415-777-5501
	Richard A. Rogan, Esq.

Jeffer, Mangels, Butler & Marmaro

Two Embarcadero Center

San Francisco, CA 94111

415-398-8080

	Bartko, Zankel, Tarrant & Miller
900 Front Street

San Francisco, CA

415-956-1900
	Annette Neuhart

Randick O'Dea & Tooliatos

5000 Hopyard Road, Suite 400

Pleasanton, CA 94588

925-460-3700

	James D. Claytor, Esq.

Claytor Law Group
2000 Crow Canyon Place, Suite 270
San Ramon, CA 94583
925-866-8899
	

	CONTRACT ASSIGNMENTS

	Jeffrey D. Kirk, Esq.

Law Offices of Jeffrey D. Kirk

231 Market Place #371

San Ramon, California 94583

925-413-9201
(Trial prep and attendance January-November 2004)
	Elizabeth Kohlman, Office Manager
Buchman Provine Brothers Smith, LLP

2033 N. Main Street, Suite 720

Walnut Creek, CA 94596

925-944-9700
Civil Litigation/Real Estate/Estate Planning) – 8 years

	Jane Pandell, Esq.

Pandell Law Firm 
1990 North California Blvd., Suite 1010 

Walnut Creek, CA 94596

925-974-1700

(Construction Defect) – Ongoing assignment 10 years.
	John S. Warnlof, Esq.
Attorney at Law/Mediator
2033 N Main Street, Suite 750

Walnut Creek, CA 94596

925-937-9200
Ongoing - 2014

	Greg Abel, Esq.

Whiting, Fallon, Ross & Abel, LLP 
101 Ygnacio Valley Road, Suite 250

Walnut Creek, California 94596

925-296-6000
(Family Law) - 2013
	David L. Blinn, Esq.

Sonja E. Blomquist, Esq.

Linda S. Meyer, Esq.

Low, Ball & Lynch 

505 Montgomery Street, 7th Floor

San Francisco, California

415-981-6630
(Construction Defect/Asbestos) – Ongoing 5 years

	Michael W. Foster, Esq.

Foster Employment Law

3000 Lakeshore Avenue

Oakland, CA 94610

510-763-1900
(Employment Law) - 2015
	Robin M. Pearson, Esq.

Michael Schachter, Esq.

1904 Olympic Blvd., Suite 8

Walnut Creek, CA 94596

925-464-7086
(Civil Litigation) - 2016

	Mary C. Michel, Esq.

Michel & Fackler

2175 N. California Blvd., #550

Walnut Creek, CA 94596

925-933-7309

(Insurance Defense) - 2017
	Lolly Calvo, Office Manager
Sideman &  Bancroft LLP

One Embarcadero Center, 22nd Floor

San Francisco, CA 94111

415-392-1960
(Civil Litigation, Estate Planning, Family Law ) - 2017


