
Aielyn L. Medrano
649 Quincy Way

Hayward, CA 94541

Cellular No. (510) 303-0109

e-mail: medrano376@yahoo.com

EDUCATION

· 6 MCLE credit Summation iBlaze version 2.6, California State University, Hayward, California, May 2004

· California State University, ABA Paralegal Certificate, Hayward, California, September 2002

· Lyceum of the Philippines, Manila: Law Studies attended 1998-2000

· Polytechnic University of the Philippines, Manila: Bachelor in Office Administration 1987
COMPUTER SKILLS
Team Connect, MS Word, MS Excel, WordPerfect 9.0, Outlook, Timeslips, HP Scan Jet, INS Forms using Acrobat Reader IV, Abacus, NETS, Time Matters, E-filing, Legal Solutions Plus.
PROFESSIONAL EXPERIENCE
04/28/2008 to 10/10/2018   Senior Paralegal,  Trial Division of Nationwide Mutual Insurance Company,  Oakland, CA 
· Handled all facets of discovery including propounding and responding to Special and Form Interrogatories, Requests for Production of Documents and Request for Admissions, including summarizing discovery responses, monitoring discovery due  dates and preparing of meet and confer letters.

· Conducted client interviews and kept them updated of progress of case.

· Subpoena medical records of plaintiffs per attorneys’ instructions.

· Monitored and prepared 2034 Demands and Exchanges.

· Prepared CACI, proposed jury instructions, special verdicts, witness lists and trial binders.

· Coordinated arbitration, mediation and trial with plaintiffs’ counsel.

· Coordinated scheduling and/or noticing of defendants’ medical expert depositions

· Communicated with defendant’s counsel regarding deposition continuations, cancellations and specific requests for noticing depositions.

· Prepared mediation, arbitration and trial binders.
 11/7/2005 to 4/24/2008  Legal Secretary Trial Division of Nationwide Mutual Insurance Company, San Francisco, CA  

· Drafted answer to complaint, filing, serving  counsels.

· Prepared Case Management Statement and set up Courtcall.

· Scheduled  motions  and checked tentative rulings.

· Prepared confirming letters regarding  depositions  offered,  scheduled,  declined, deferred, canceled  or taken off calendar into NETS.

· Responsible for calendaring discovery due dates., depositions, status conferences, trials in calendar system.
· Prepared settlement documents. Informed the client, court, subpoena duces tecum legal service and expert that the case has settled.

· Forwarded settlement drafts to plaintiffs' counsel. Closed files and forwarded executed settlement documents to carrier and to client.

· Participated in pre-trial  preparation.
2/2005 to 10/7/2005 Legal Assistant, The Dolan Law Firm, San Francisco, CA
· Coordinated scheduling and/or noticing of defendants’ medical expert depositions

· Communicated with defendant’s counsel regarding deposition continuations, cancellations and specific requests for noticing depositions.
· Prepared mediation, arbitration and trial binders.

12/2004 Temporary Paralegal, Holland & Knight (Legal Specialist, San Francisco, CA)
· Produced documents in preparation for trial re work product and Bates stamped approximately 2,300 documents.

11/2001 to 3/2004 Paralegal,  Lovich & Isaac, Fremont, CA

                               (Trial Division of Infinity Insurance)
· Managed litigation cases from the service of a complaint through discovery phases, up to and including trial. Frequent trial attorney, co-counsel and opposing counsel contact. Heavy document review and production. Coordinated and scheduled Independent Medical Evaluations (IME).

· Handled all facets of discovery including propounding and responding to Special and Form Interrogatories, Requests for Production of Documents and Request for Admissions including summarizing discovery responses.

· Conducted client interviews and kept them updated of progress of case.

· Reviewed interrogatory responses and prepared appropriate stipulations, authorizations and subpoena work orders.

· Monitored, prepared and served plaintiffs’ counsel 2034 Demands and Exchanges.

· Participated in trial and case management.


