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Why Choose HalfMoon Education?
•	 Learn from Experts: 

Gain insights from seasoned professionals with real-world experience.

•	 Up-to-Date Content: 
Our recordings are retired after two years to ensure you’re learning  
the most current information.

•	 Flexible Options: 
Attend live webinars or learn at your own pace with on-demand courses.

Basics of Law Office Management 	      			   Y. Sell 
and Operation in Colorado

Law office organization
Staff roles and responsibilities
Awareness of attorney regulation and ethics rules
Managing contacts with potential clients and other law firms
Participating in client intake process
Creating, organizing and maintaining files
Client communications
Client billing and accounting practices

Basics of Colorado State Civil Litigation			   C. Anderson
Types of civil matters						      V. Butler
State court vs. federal court practice
Prerequisites for litigation
Alternatives to litigation: mediation, arbitration, negotiation
The civil discovery process
Preparing for trial
Civil trials
Post-judgment matters and appeals

Legal Ethics for Legal Assistants				    A. Oh-Willeke
Attorney and paralegal ethical rules
Specific areas of concern for legal support staff:

•	Conflicts of interest		  • Confidentiality
•	Ex-parte communications

Avoiding the unauthorized practice of law
Working with clients, courts and opposing counsel

Client-Focused Legal Support - 				    J. Moskwa 
From Communication to Billing

Client communication essentials: aligning with client expectations
Empathy in legal support: building strong client relationships
Billing and accounting practices: a client-centered approach
Client expectations and legal support practices                                                  

Document Drafting and Editing  	 			   Y. Sell
Legal terminology		  Drafting legal documents
Editing legal documents		  Updating legal references
Proofreading skills

Basics of Law Office Management and Operation in Colorado 	
Law office organization
Staff roles and responsibilities
Awareness of attorney regulation and ethics rules
Managing contacts with potential clients and other law firms
Participating in client intake process
Creating, organizing and maintaining files
Client communications
Client billing and accounting practices

Basics of Colorado State Civil Litigation 
Types of civil matters
State court vs. federal court practice
Prerequisites for litigation
Alternatives to litigation: mediation, arbitration, negotiation
The civil discovery process
Preparing for trial
Civil trials
Post-judgment matters and appeals

Legal Ethics for Legal Assistants
Attorney and paralegal ethical rules
Specific areas of concern for legal support staff:

•	Conflicts of interest
•	Confidentiality
•	Ex-parte communications

Avoiding the unauthorized practice of law
Working with clients, courts and opposing counsel

Client-Focused Legal Support- From Communication to Billing
Client communication essentials: aligning with client expectations
Empathy in legal support: building strong client relationships
Billing and accounting practices: a client-centered approach
Client expectations and legal support practices                                                  

Document Drafting and Editing 
Legal terminology
Drafting legal documents
Editing legal documents
Updating legal references
Proofreading skills

Agenda

Why Choose HalfMoon Education?

Can’t Attend? Order the Webinar as an On-Demand Package!
Recordings of this webinar are available for purchase. See details online for more information 
and please refer to specific state licensing rules or certification requirements to determine if 
this learning method is eligible for continuing education credit. 

This webinar covers key aspects of legal assisting in Colorado, including staff roles, 
client intake, file organization, and ethical considerations such as confidentiality 
and avoiding unauthorized legal practice. It also provides an overview of 
Colorado civil litigation, from pre-litigation steps and discovery to trial procedures 
and appeals, along with alternative dispute resolution methods. Additionally, it 
emphasizes client-focused legal support, effective communication and billing 
practices, and legal document drafting, editing, and proofreading.

Fundamentals of 
Legal Assisting in Colorado

Continuing Education Credits
Paralegals 

6.5 CLE Hours  
(Including 1.0 Ethics Hour) 

National Federation of Paralegal 
Associations (NFPA) 

6.5 CLE Credits  
(Including 1.0 Ethics Hour) 

HalfMoon Education Inc.,
Your LIVE Education Leader Presents

Learn More and Register:
www.halfmoonseminars.org
Customer Service (715) 835-5900 Ext. 1

or scan here

Live, Interactive Webinar - Friday, March 28, 2025

To register, view webinar agendas, credit information and to learn 
about our distinguished faculty, please visit us online at: 

www.halfmoonseminars.org



 25 COFLGLAS 3 28 WEBR LK

Faculty
Yvonne Sell Attorney with SJJ Law in Denver
Ms. Sell’s main areas of practice include insurance coverage disputes and insurance 
appraisals and litigation. She represents companies and individuals against insurance 
companies who have wrongfully denied or delayed paying a claim. Prior to her insurance 
practice, she spent the early years of her career in real estate and civil litigation. Ms. Sell 
earned her B.S. degree from University of Saint Mary and her J.D. degree from Sturm 
College of Law.

Ciara Anderson Civil rights attorney at Rathod | Mohamedbhai LLC, in Denver
Ms. Anderson has dedicated her professional career to fiercely advocating for 
children and adults in complex civil rights litigation cases. Her practice focuses on 
matters involving solitary confinement, sexual abuse, excessive force, prisoner rights, 
and wrongful death. As a litigator, her focus is on client-centered, collaborative, and 
empowering approaches to hold powerful institutions accountable. Ms. Anderson 
earned her juris doctor degree at the University of Denver Sturm College of Law. Among 
other achievements, she participated in the school’s prestigious Civil Rights Clinic for 
two years where she represented clients in civil rights and prisoner rights cases. Prior 
to law school, she earned her bachelor of arts degree in Psychology and minor in Child 
and Family Studies from the University of Tennessee. While earning her B.A. degree, 
Ms. Anderson also worked closely with her community as a volunteer in non-profit 
organizations.

Virginia Butler Attorney at Rathod | Mohamedbhai LLC, in Denver
Ms. Butler focuses her practice on civil rights and employment discrimination, and she 
is committed to fighting for justice on behalf of her clients. Prior to joining Rathod | 
Mohamedbhai LLC, she served as a judicial law clerk for two years for the Honorable 
Philip A. Brimmer on the United States District Court for the District of Colorado. Ms. 
Butler started her clerkship shortly after graduating from Columbia Law School. While 
in law school, she was an executive editor of the Columbia Journal of Environmental 
Law and on the executive board for the Environmental Law Society. She also interned 
with the Queens County District Attorney’s Office where she prosecuted misdemeanor 
domestic violence cases. Ms. Butler earned distinction in law school as a James Kent 
Scholar and a Harlan Fiske Stone Scholar. She graduated from Colorado College with a 
bachelor of arts degree in Geology.

Credit Information
This webinar is open to the public and is designed to qualify for 6.5 CLE hours, including 
1.0 ethics hour, for paralegals in Colorado. Paralegal certification is not required to 
participate in this course. 

The National Federation of Paralegal Associations (NFPA) has approved this course for 
6.5 total CLE credits, which includes 5.5 general CLE credits and 1.0 ethics CLE credit. 

Attendance will be monitored, and attendance certificates will be available after the 
webinar for those who attend the entire course and score a minimum 80% on the quiz 
that follows the course (multiple attempts allowed). 

On-Demand Credits
The preceding credit information only applies to the live presentation. This course in an 
on-demand format is not pre-approved by any licensing boards and may not qualify 
for the same credits; please consult your licensing board(s) to ensure that a structured, 
asynchronous learning format is appropriate. Learn More and Register:

www.halfmoonseminars.org
Customer Service (715) 835-5900 Ext. 1

or scan here

Break
11:45 am - 12:15 pm MDT

Second Session 
12:15 - 4:00 pm MDT

Log into Webinar
8:00 - 8:30 am MDT

First Session  
8:30 - 11:45 am MDT

Tuition
$339 for individual registration.
$237 per attendee for group registrations of two or more people registering at 
the same time for the same program.  
That’s a savings of 30 percent!

Included with your registration: PDF seminar manual.  

How to Register
•	Visit us online at www.halfmoonseminars.org
•	Call customer service at 715-835-5900

Webinars are presented via GoToWebinar. Instructions and login  
information will be provided in an email sent close to the date of the webinar.  
For more information, please visit our FAQ section of our website,  
or visit www.gotowebinar.com.

Cancellations: Cancel at least 48 hours before the start of the webinar, and receive a 
full tuition refund, minus a $39 service charge for each registrant. Cancellations within 48 
hours will receive a credit toward another webinar or the on-demand package. You may 
also authorize another person to take your place.

Webinar Information

Can’t Attend? Order the Webinar as an On-Demand Package!
Recordings of this webinar are available for purchase. See details online for more 
information and please refer to specific state licensing rules or certification requirements 
to determine if this learning method is eligible for continuing education credit. 

Online - Friday, March 28, 2025 Andrew Oh-Willeke, Esq. Sole practitioner in Denver, Colorado
Mr. Oh-Willeke has had mixed litigation and transactional practice since 1995. He was 
a cum laude graduate of the University of Michigan Law School. He is admitted to the 
practice of law in Colorado and New York State. He has previously been an associate 
professor of estate planning, a law partner, and has been of counsel in law firms with 
four to seven hundred lawyers.

Joanna Moskwa Associate with Gibson, Dunn & Crutcher in New York City
Ms. Moskwa specializes in real estate finance, development, joint ventures, acquisitions 
and distressed asset workouts. As a member of Gibson Dunn’s Real Estate Practice 
Group, she provides counsel on complex transactions, back-leverage financing and 
leasing. Since May 2024, Ms. Moskwa has been seconded to KKR & Co. Inc., where she 
focuses on real estate, compliance and general risk mitigation, and collaborates closely 
with external counsel to upgrade and streamline the client’s risk management efforts. In 
this role, she led the rollout of updated best practices, including enhancements to billing 
processes. Drawing on her legal tech expertise, Ms. Moskway has developed innovative 
solutions tailored to the client’s needs. Ms. Moskwa earned her juris doctor degree, 
summa cum laude, from New York Law School in 2021 while working full-time with 
Giorgio Armani Corporation and later with the New York City Mayor’s Office. During law 
school, she served as staff editor of the New York Law School Law Review, externed with 
the New York Attorney General’s Office, and was affiliated with the Center for Real Estate 
Studies and the Innovation Center for Law and Technology. Notably, she presented her 
legal tech app to Microsoft’s Legal Operations Technical Sharing Committee, showcasing 
her commitment to integrating technology into legal practice. She is a recipient of the 
prestigious Trustees’ Prize. Ms. Moskwa holds a bachelor’s degree in Legal Studies, with 
highest honors, from Roma Tre University in Italy. A former legal assistant and Italian 
thespian, she is fluent in Polish, Italian, and French. Ms. Moskwa is admitted to practice 
in New York.

Save up to 31% on Tuition!
Maximize your savings with Continuing Education 
Credit Packages and Knowledge Points. Visit 
halfmoonseminars.org and click on “NEW Packages 
and Knowledge Points” to learn more!


