MARCIE RENEE TURJAN
15 Matson Road
Ligonier, PA 15658
814-659-7511 cell
marciet33@yahoo.com


QUALIFICATION SUMMARY:
Effective Communicator with a unique blend of experience and skills including:
Paralegal Functions, Administrative Management, Liaison Activities, PR, Legal Research, Team Leadership, Business Ownership and Business Consulting.

· Proficient with computer software applications including Outlook, Word, Excel, Power point, MS Office 365, SharePoint, Unified Judicial System, Multi-County filing systems, PA Business HUB and Filing System, Lackner Inheritance Tax Software, and Quickbooks. 
· Strong familiarity with legal terminology and all phases of litigation.
· Relates effectively to all types of people from varied backgrounds and levels.
· Reputation for taking ownership of tasks, projects, and quality initiatives.
· Proven ability to make decisions in multitasking, time-sensitive environments.
· Intuitive; properly reads people and situations with decisive actions.

DEMONSTRATED STRENGTHS 
High energy ... Very personable … Interpersonal communications … Time management… Extremely organized ... Quick decision-maker ... Excellent work ethic & motivation… Establishes/maintains working relationships ... Familiar with the Spanish language… Sets high standards ... Strong written and verbal skills ... Connects rapidly with people

HIGHER EDUCATION:
Florida Coastal School of Law - Jacksonville, FL – 2011-2012
Candidate for J.D. 
Brown-Mackie College - North Canton, OH - 2005
Associates in Applied Business, A.A.B., Paralegal
Lake Erie College - Painesville, OH - 2002
Bachelor of Science, B.S., Biology  

LEGAL EXPERIENCE:
King Legal Group LLC • Greensburg, PA - September 2023 to March 2026
Estate, Probate, Real Estate, and Civil Litigation Paralegal
· Probate administration: Client intake, preparation of Orphans' Court Division forms and filings, collection and valuation of assets, maintenance of estate bank accounts, valuation and transfer of securities, data entry and accounting for use in preparation of Pennsylvania inheritance tax returns, Inventories, formal/informal estate accounts, and estate settlement agreements.
· Estate planning: Preparation of a Last Will and Testament, Medical Directive, Power of Attorney, irrevocable trusts, revocable trusts, and corporate entities.
· Preparation of conveyancing documents for commercial and residential real estate sales and purchases, deeds, sale/purchase agreements.
· Preparation of Asset Purchase Agreements for sale and purchase of existing businesses, including assignments of contracts, bills of sale, transfer of title to business vehicles purchased, financing instruments, and employment agreements for retained employees.
· Preparation and filing of business documents for LLC's, Corporations, Non-profits, and LP.
· Preparation and filing of litigation pleadings for title insurance litigation, real estate and contract disputes, workers’ compensation, and personal injury case.
· Experience in dealing with multiple Pennsylvania courts, not limited to Westmoreland County.

Law Offices of Marc J. Reiter, Esq.  – Pittsburgh, PA – 2018- 2020
Personal Injury Paralegal/ Legal Secretary 
Maknoon & Associates, LLC  - Pittsburgh, PA - 2016-2018
 Paralegal / Legal Secretary / Office Manager  
Kinney & Sasso, PL  - Jacksonville, FL – 2012-2013
 Paralegal / Legal Secretary  
McGregor Law, LLC - Ligonier, PA - 2009-2011
 Law Clerk  
Zavarello & Davis Co., L.P.A.  -  Akron, OH - 2005-2007 
 Paralegal / Legal Secretary      
· Provided direct administrative support for attorneys. 
· Handled attorney and client information with confidentiality.
· Monitored dockets.
· Managed calendars and scheduled court dates and client appointments.
· Interviewed clients, order, and review client records, maintained client files. 
· Created and edited various pleadings and legal documents; with special attention given to formatting requirements from different courts. 
· Designed settlement packages, drafted various pleadings, prepared legal instruments, and legal documents, and physically and electronically filed relevant documents.  
· Handled all phases of litigation - from preliminary investigation to initiation of action, discovery preparation, document production, interviewing clients and witnesses, pleadings, settlement documents, trial, and post-trial activities.
· Scanned and uploaded all documents to the company electronic database.
· Handled travel arrangements for attorneys during out-of-town trials and obligations. 
· Trained and managed other employees (Paralegal and P/T Intern).
· Gained extensive experience in insurance defense and family law and criminal law.

Personal Interests: Horse Back Riding, Golf, Avid Skier, Scuba Diving, Outdoors Enthusiast (Hiking, Fishing, Hunting), Marathon Runner, Gardening, Gourmet Cooking.    
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