
 
Tracy j. COOPER
11O1 N.E. Lija Loop
Portland, Oregon  97211
(503) 247-9176 or cell phone (503) 807-9904
tracy_cooper@enron.net
	objective

	
	A position in which I can utilize my legal skills, education and training.  I am capable of learning new tasks quickly and consider new areas of learning a welcome and rewarding challenge.


	Experience

	
	1999 – present	Enron Broadband Services       Portland, Oregon
Senior Legal Administrative Assistant
· Support Portland attorneys:  document revision and document control
· Assist in the various stages of contract preparation 
· Legal research, litigation management and other projects 

Government Affairs Coordinator
· Project coordinator for Enron Government Affairs group
· Was responsible for regulatory and compliance issues for Enron and EBS, worked closely with PUC’s and legal counsel to ensure compliance on above issues
· Project manager for  IXC/CLEC filings for EBS/Enron for all domestic territories
· Legal research/file management
· Plan/coordinate Government Affairs political events and off site meetings for EBS/Enron

1999                  Staffing Solutions                     Portland, Oregon
                          ScottishPower/PacifiCorp
Legal Assistant
▪   Accounts Payable coordinator
▪ Legal Assistant supporting legal team at ScottishPower during merger/acquisition of PacifiCorp

1998 – 1999       Horizon Airlines                       Portland, Oregon
                          Northwest Airlines                    Minneapolis, Minnesota
Flight Attendant


	
	1989 - 1998	Miles & Stockbridge                 Baltimore, Maryland
Paralegal/Word Processing Supervisor/Legal Secretary
During my nine years at this law firm, I was involved in a wide range of job responsibilities highlighted below
· Supported attorneys at this large east coast law firm by providing legal research on general litigation issues also involved in asbestos litigation work
· Evening Support (word processing) supervisor
· Typed, revised legal documents in this evening position 
· Dictated deposition summaries for general litigation issues as well as asbestos litigation for attorneys


1988 – 1989        Lessans & Tate                        Glen Burnie, Maryland
Legal Secretary/Word Processor
Title Assistant (Northco Title Corporation)
▪   Supported several attorneys at this law firm
▪   Family law and personal injury litigation practiced at this law firm
▪   Assisted title officer with real estate issues



	
	1985 – 1987	U.S. Army Russian Institute       Garmish, Germany
Executive Assistant/Library Technician
· Responsible for circulation desk at this Russian/American library
· Supported Russian/American officers and directors 
· Researched military foreign policy issues for staff
· Responsible for contracts between German and Russian book sellers
· Primary liason between military (US staff and Russian library staff)




	Education
	

	
	1996–1998	University of Baltimore	Baltimore, Maryland
· B.S. Criminal Justice
· Graduated Cum Laude

1990-1995           Anne Arundel Community College      Arnold, Maryland
▪    Paralegal Associate’s Degree (ABA approved program)
     Courses in legal research/writing/tort law/contracts
 ▪   General Studies Associate’s Degree


	ADDITIONAL TRAINING
	

	
	
Experienced user of many Windows based programs 
Currently working on Telecommunications Administration certificate at PCC
Recently completed project management course at Portland Community College (spring of 2001)
Earned certificates in Advanced Powerpoint, Word, Internet Research, Microsoft Word Advanced functions, such as Excel, Access and Microsoft Project, Photoshop
Advanced First Aid courses
Red Cross Volunteer
First Responder Basic Care
Member of Toastmaster’s
Type 90 wpm
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