JEANNETTE BLANCHETTE

4318 King Cotton Lane

Missouri City, Texas  77459

(281) 437-9583

(713) 276-5485 (work)

Current Skills

Microsoft Word


WordPerfect

Microsoft Excel 


Summation

Typing Speed:  100 WPM



Work experience
September 1999 - current
Gardere Wynne Sewell, L.L.P.

Supervisor, Katie Hopkins

Litigation Secretary (Houston Labor Department) -  Work with senior partner and associate as follows: transcribe and draft pleadings and correspondence, civil and federal court interaction, travel arrangements, maintain docket control calendar, client interaction, organize files, summation, some legal research.

March 1998 - September 1999
Butler & Binion

Supervisor, Susan Salvaggio

Litigation Secretary (Oil & Gas) -  Work with two attorney’s as follows: transcribe and draft pleadings and correspondence, federal and civil court interaction, travel arrangements, maintain docket control calendar, client interaction, organize files.

May 1997 - March 1998
Seymore & Harris, PLLC

Supervisor, Charles W. Seymore

Litigation Secretary (Insurance Defense/Non-Subscriber) - Transcribe and draft pleadings and correspondence, court interaction, travel arrangements, maintain docket control calendar, client interaction, organize files.

February 1994 - April 1997
Rios & Bain, P.C.
Supervisor, Steve Bain

September 1993 - February 1994
London & Bain, P.C.
Supervisor, Steve Bain

Rios & Bain, P.C.
Litigation Paralegal/Administrator (Insurance Defense) - Work with the managing partner and associate’s litigation case load of 70+ cases.  Prepare pleadings, summarize medical records and depositions, maintain firm computer docket control calendar, and travel arrangements.  I also was responsible for upgrading the firm’s stand-alone DOS computer system to a Novell Network/Windows computer system in 1994.  Responsible for all computer system upgrades/changes.  Created a database file using MS Access to track archived files.  Assisted in the coordination of the firm’s office move in March 1995 and expansion in May 1996.

London & Bain, P.C.

Paralegal/Secretary (Medical Malpractice/Personal Injury) - Work with the managing partner’s litigation case load.  Preparation of pleadings, summarize medical records and depositions, maintain attorney calendar, draft answers/objections to discovery, court filings, and some legal research.

July 1992 - September 1993
Institutional Real Estate Services, Inc.

Supervisor, Tawny Goodland 

March 1992 - July 1992
Duddlesten Realty Advisors, Inc.
Supervisor, Tawny Goodland,

Institutional Real Estate Services, Inc.
Broker’s Assistant - Preparation of marketing brochures, proposals, coordinate meetings, sealed bid proposals nationally and internationally.  I was responsible for implementing a database program to be utilized for marketing and general use.  

Duddlesten Realty Advisors, Inc.

Broker’s Assistant - Preparation of marketing brochures, proposals, coordinate meetings, and sealed bid proposals.  While employed for Duddlesten Realty Advisors, Inc., I was promoted to an executive assistant position in the development/construction department.  Shortly afterward, I was invited to continue my employment with a Duddlesten Realty Advisor broker who was relocating to Institutional Real Estate Services, Inc.

May 1991 - March 1992
The Temporary Connection

Houston, Texas

Temporary Clerical - Worked a variety of assignments with organizations such as Hines, Inc. and Transco.  I enjoyed the versatility offered as a temporary which allowed me to continue to learn and gain knowledge in the business industry.

Education

1986 - 1987
Texas Institute for Paralegal Studies

Austin, Texas

Paralegal Certificate

Pharr-San Juan-Alamo Sr. High

Pharr, Texas

Graduate 1975

FOREIGN LANGUAGES SPOKEN

Spanish (not fluent)

Professional memberships

Notary Public - State of Texas

References

Available upon Request

Salary Information

Current Salary - $39,000

