


Krista diaz
6253 Fairview Dr. Huntington, WV 25705 | 304-412-5912 | kristaadee@gmail.com
Objective
Seeking position as a paralegal with a family law firm, to utilize my knowledge and passion for family law to help families in need.
Experience
Farrell, White & Legg PLLC
Huntington, WV 25705
Legal Assistant | May 23, 2019 - Present
· Prepare and draft motions, pleadings, judgments, statements, documents, and other correspondence (e.g., debt and asset lists, witness affidavits, child support worksheets, responsive pleadings, etc.)
· Perform legal research
· Maintain the legal teams’ calendars
· Organize case files
· Schedule appointments, court appearances and different hearings
· Conduct client interviews and handle client communication
· Provide assistance during trial
· Prepare and review discovery, answers, requests, letters and statements
[bookmark: _GoBack]St. Mary’s Medical Center
Huntington, WV 25702
Patient Service Coordinator | April 23, 2018 – May 23, 2019
· Worked closely with doctors to ensure clinics run properly
· Communicated with patients in the office during clinic and through telephone calls
· Worked with other doctor offices to obtain medical records
· Obtained authorizations for certain procedures through insurance
· Checked patients in and out and obtained the correct patient information needed
· Answered phone calls and booked appointments for multiple doctors and nurses
First Sentry Bank
Barboursville, WV 25504
Bank Teller | July 17, 2014 – April 23, 2018
· Completed checking and saving account transactions
· Provided account services to customers by handling loan payments, cashing checks, account withdrawals, mail and overnight deposits
· Sold different certified and government checks
· Completed special customer request through telephone or email requests
· Complied with bank operations, security and kept customer information confidential
· Balanced cash drawers, coin machines and stand-alone ATMS
· Handled safety deposit box procedures 
Education
Huntington High School
August 2009 – May 2013
High School Diploma – 3.9 GPA 

Mountwest Community College
May 2015 – May 2018
General College Education Classes
3.8 GPA

Bryant and Stratton College
February 2020 – Present
Associates in Paralegal Studies
4.0 GPA
Skills
Video Production – IT Certification
Spreadsheets – IT Certification
Word Processing – 89 wpm with no errors
Awards and Acknowledgements
Huntington High School – Thespian Award and Honors Award
Mountwest Community College - WV Higher Education Scholarship
Mountwest Community College – IT Certification
Bryant and Stratton College – Deans List with 4.0 GPA
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