Deborah Hicks







               601.291.4807
3920 Lost Lake Way • Jackson MS 39212


                    deborah@hickssecretarialservices.com
SUMMARY OF QUALIFICATIONS
· Dedicated Paralegal offering a 15-year background in the legal field
· Proficient at preparing summons, complaints, default judgments, affidavits, notice of      motions and hearings, motions for summary judgment, discovery, and responses
· Developed the ability to work in a fast past atmosphere

· Ability to follow instructions well and make decisions with little or no supervisions

· Advanced computer knowledge and skills in Windows XP, Microsoft Office Suite, Corel WordPerfect, Adobe Acrobat, and Peachtree Accounting

· Maintain an excellent contact with attorneys and court officials in County, Circuit, and Justice Courts throughout the state of Mississippi

· Strong Client/Customer Relation Skills

· Certified Notary Signing Agent
· Mobile Notary

· Process Server

EDUCATION

      Kaplan University, Davenport, Iowa





        July 2006
· Associate of Applied Science in Paralegal Studies
· Coursework included:  Paralegalism Today, Civil Litigation, Family Law, Legal Research & Writing, Legal Ethics, Contracts, and Debtor-Creditor Relations and Bankruptcy

EMPLOYMENT HISTORY
      Paralegal

      Singletary & Thrash, P.A., Jackson, MS


           August 2004 – September 2007
· Extensive preparation of motions, orders, discovery, and other pleadings

· Maintain calendar of court appearances and scheduled court hearings

· Utilize Peachtree Accounting for outgoing expenditures to the courts for filing fees and payments to Process Servers with complete reconciliation of 20 bank accounts

· Minimized expenses by creating, setting up, and printing all checks for all bank accounts

· Maintain excellent client and debtor contact for creditor collections

· Facilitate payment arrangements between client and debtor

· Utilize Columbia Ultimate Business Systems (CUBS) to maintain tickle system and for posting payment transactions from debtors

      Legal Assistant

      Singletary & Thrash, P.A., Jackson, MS                                       February 1992 – August 2004

· Started as receptionist answering 12-line telephone system, filed, copied, and processed outgoing mail on postage meter
· Extensive data entry to input new accounts

· Prepared demand letters, summons, complaints, default judgments, and garnishments

· Processed all returns of service and ensured validity of service

· Skip traced and verified employment
