M. Dee Doutel

702-E Bering Drive

Houston, Texas  77057

(713) 952-2277
EXPERIENCE
10/95 – Present
Littler Mendelson, P.C.,  Houston, Texas

Legal Assistant - Employment & Labor law; corporate defense representation

(
Coordinate acquisition of third-party records via subpoenas and governmental agency documents via FOIA and Open Records Act requests

(
Analyze and investigate documents of clients, governmental agencies and third‑party entities, creating case chronologies as needed

(
Supervise efforts to subpoena third-party individuals for deposition purposes

(
Communicate with expert witnesses to arrange meetings with firm attorneys, medical examinations of plaintiffs and availability for deposition purposes

(
Conduct research of legal citations and factual information referenced in briefs filed in federal and state courts

(
Assist in drafting pleadings, discovery requests and discovery responses

(
Perform investigative research through Internet and legal means

(
Utilize MS Word and Summation database as needed

7/95 – 10/95
Prescott Legal Services,  Houston, Texas

(
Completed three-month project of state court insurance defense litigation

7/92 – 7/95
Pohl, Bennett & Mathews, L.L.P.,  Houston, Texas

Legal Assistant - Commercial litigation; primarily defense representation

(
Coordinated large document productions

(
Summarized trial proceedings and depositions

(
Assisted in preparation of appellate briefs

(
Selected and prepared relevant documents for use as deposition, mediation and arbitration exhibits

(
Communicated with clients, opposing counsel and experts with respect to various matters including discovery requests

(
Drafted discovery responses/requests and deposition notices

(
Identified privilege-related client documents and prepared privilege logs as needed

(
Utilized WordPerfect 5.1 and 6.0

9/86 - 7/92
Jackson & Walker, L.L.P.,  Houston, Texas

Legal Assistant - Bankruptcy litigation; corporate creditor representation

(
Drafted pleadings, proofs of claim and deposition notices

(
Assisted attorneys at trials and confirmation hearings

(
Developed and compiled trial notebooks and charts

(
Assembled and organized trial exhibits

(
Attended and monitored creditors' meetings

(
Summarized trial testimony and depositions

(
Prepared and arranged for issuance of federal subpoenas

(
Examined comprehensive amounts of client files and determined privilege documents to withhold from discovery requests

(
Aided firm attorneys in other Texas offices with compliance of local court rules and in preparation and filing of bankruptcy pleadings in Southern District of Texas

(
Utilized WordPerfect 5.0 and 5.1

8/85 - 8/86
Gilpin, Maynard, Parsons, Pohl & Bennett,  Houston, Texas

Legal Assistant - Bankruptcy litigation; corporate debtor and creditor representation
(
Drafted pleadings, notices, proofs of claim and adversary complaints

(
Controlled and maintained case files

(
Monitored attorney dockets

(
Attended creditors' meetings

(
Interacted with clients, opposing counsel, trustees and court personnel

EDUCATION
9/83 - 12/83
SOUTHWESTERN PARALEGAL INSTITUTE,  Houston, Texas

PARALEGAL CERTIFICATE - Graduated 2nd in Class

9/74 - 5/78
UNIVERSITY OF HOUSTON,  Houston, Texas

Bachelor of Science, Hotel and Restaurant Management

3.2 Cumulative GPA; Dean's List – 2 semesters

REFERENCES
Available upon request.
