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      Marsha P

      
        Legal Billing Coordinator/Manager Extraordinaire
        
        
        
        
        
        
        
        
      

      

    

    	
            Occupation:

            Legal Support Worker
          	
            Location:

            
              Houston, TX
            
          	
            Education Level:

            High School/GED
          	
          Will Relocate:

          No
        


  

  






  Description

  
    High energy law firm biller with excellent communication and leadership skills, who is
outstandingly resourceful and creative, known for her problem-solving abilities and for working well with those who are considered "hard to please", as well as being fiercely loyal, diligent in service, dependable, industrious and perservering.

  

  

  
    

    Work Experience

    
      	COMPANY	POSITION HELD	DATES WORKED
	
            

          
	Andrews Kurth LLP	

				(Confidential)

				11/2001 - 6/2007
	Carlock, Copeland, Semler and Stair, LLP	

				(Confidential)

				11/2000 - 11/2001
	Jones Day Reavis & Pogue	

				(Confidential)

				11/1989 - 11/2001
	Arnall Golden Gregory LLP	

				(Confidential)

				2/1987 - 11/1989


    

    
  

  

  
    Education

    
      	SCHOOL	MAJOR	YEAR	DEGREE
	
            

          
	Rutgers University	Journalism	1973	
              
                Associate Degree
              
            


    

    
  

  

  





  Accomplishments

  
    Highlights:

    
    
      Companies I like:

      Jackson Lewis,  LLP
Womble Carlyle Sandridge & Rice,  PLLC
Ogletree,  Deakins,  Nash,  Smoak & Stewart,  P.C.
Haynsworth Baldwin Johnson & Greaves LLC
Nelson Mullins Riley & Scarborough LLP
Wilkins & Madden,  P.A.

    
  

  

  
    

    Job Skills

    
      	P&L responsibilities	
	Presentation	
	Technology Solutions	
	Sales Support	
	Software Implementation	
	Leadership 	


    

    
  

  

  
    

    Keywords

    
      	Billing Manager


    

    
  

  
    

    Responsibilities

    
      Assisting with interviewing of new billing personnel.
Training new billing personnel on Elite Enterprise accounting system.
Providing audit report information.
Creating and maintaining spreadsheets of monthly client fees and expense for reports submitted to clients.
Creating and maintaining budget sheet information for clients with many multiple files and matter projects.
Generating invoices and submitting electronic invoices for clients with many multiple files.
Creating and updating other timekeeper/disbursement spreadsheets for client records.
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