PENNY GILLETT

11111 Grant Road, Apt. 532

Cypress, Texas 77429

832-237-5877 (Home)

713-276-5520 (Office)
PERSONALITY CHARACTERISTICS
Team player, adaptable to change, detailed oriented, flexible, creative, outgoing, energetic, responsible, needs minimum supervision, professional attitude and a very quick learner

EDUCATION
Paralegal Certificate - University of Texas at Austin - 1989

ORGANIZATIONS
Member, Legal Assistants Division, State Bar of Texas

EMPLOYMENT HISTORY
November 1998 through present, Gardere Wynne Sewell, Houston, Texas
Paralegal for Richard O. Faulk and Kevin Colbert; heavy document review and production, answering interrogatories and requests for production, scheduling and summarizing depositions, reviewing medical records, meeting with clients, maintaining calendar for section.  Environmental.

March 1993 to November 1998, Glover Anderson Chandler & Uzick, Houston, Texas

Paralegal for Paul E. Anderson, Jr.; answer lawsuits and discovery, summarize medical records and depositions, maintain calendar, prepare trial notebooks, meet with clients.  Commercial Litigation, Products Liability, Insurance Defense.

April 1990 to March 1993, Neel Seymore Price & Livingston, Houston, Texas

Legal Assistant to Charles Seymore; answer lawsuits, respond to discovery, meet with clients, summarize depositions.  Insurance Defense.

April 1986 to September 1989, Babb & Hanna, Austin, Texas

Legal Assistant to Charles Babb; draft pleadings and discovery, summarize depositions, typed House and Senate Bills during legislative session, attend real estate closings and foreclosures.

