BRADEN ALLEN

Kansas City, MO 64130 * (530) 526-9589 e contact@bradensallen.com ¢ in/bradenallen

OBJECTIVE

Experienced paralegal seeking a full-time position with a civil litigation firm that will afford me the
opportunity to gain further trial experience while utilizing my background in the areas of personal injury
and employment litigation to contribute to the growth and success of the firm.

EDUCATION
Bachelor of Science in Biology
Minor in Chemistry ¢ University of Missouri Kansas City ¢ Kansas City, MO < 2017

PROFESSIONAL EXPERIENCE

Senior Paralegal January 2022 - Present

Halbrook Wood, P.C. Prairie Village, KS

o Continue to perform all essential functions of Paralegal (described below) and also oversee/assist legal
support staff on other files as needed

o Perform conflicts checks for new matters and assist Managing Partner with evaluating staff's current
workload to appropriately assign new files

o Conduct quarterly meetings with paralegals and other legal support staff to relay any changes to local
rules or court forms, ensure staff has resources needed to perform duties efficiently, and ensure routine
pleadings and correspondence prepared by legal support staff are consistent firm-wide

o Assist shareholders in preparing client development materials, coordinating meetings with potential
new clients, drafting presentation materials

o Training new paralegals and other legal support staff as needed

Paralegal March 2018 - January 2022

Halbrook Wood, P.C. Prairie Village, KS

o Draft pleadings, motions, discovery, briefs, memoranda, and correspondence

o Assist with case management, strategy, and progression

o Assist attorneys in deposition preparation including drafting witness questions and compiling
necessary exhibits to be offered during depositions

o Assist with all aspects of discovery including preparing discovery requests, objections and responses,

issuing all types of subpoenas, and coordinating depositions

Assist in the collection, review, and production of documents during the discovery phase of litigation

Prepare for and attend client meetings, document productions, depositions, hearings and trials

Prepare summaries of depositions, documents and medical records

Perform legal and nonlegal research

Handle routine correspondence with client including regular status reports on litigation

Assist with trial preparation by identifying and marking trial exhibits, preparing outlines for direct and

cross examination of witnesses, coordinating necessary travel arrangements and various resource needs

for trial, and preparing witnesses and experts to testify at trial

Independent Contractor January 2017 - March 2018
Parmele Law Firm Springfield, MO
o Scrutinize medical records and prepare legal memoranda summarizing treatment for use at hearings

o Perform extensive background investigation on potential clients

TECHNICAL SKILLS/ CERTIFICATIONS
e Mac OS e Windows 10 e Microsoft Office e WestLaw
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