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Objective
Corporate & Legislative Affairs Intern
Experience
Washington State House Democratic Caucus
Legislative Assistant to Representative Lauren Davis December 2024 – Current
· Assist in managing daily operations of the office of Representative Davis. 
· Facilitate communications to and from the office, such as with legislators, staff, lobbyists, agencies, local/federal governments, tribal nations, and constituents. 
· Oversee the progression of bills, amendments, and budget requests through the legislative process. 
· Field inquiries from the public regarding legislation and the Representative’s stance on issues; exercise independent judgment to determine the appropriate course of action. 
· Oversee the office budget, including making equipment purchases and submitting travel and reimbursement requests. 
· Assist constituents in their interactions with state agencies. 
· Meet with constituents, lobbyists, and other parties on behalf of the Representative. 
· Collaborate with caucus communications staff on developing media releases, mailings, Representative Davis’s website, and district-specific media strategies. 
· Organize in-person and virtual events, such as town halls. 
· Track district-specific issues and concerns; brief the team on trends. 
· Maintain records and conduct records searches for public record requests.

State of Washington – Office of Public Defense
Program Analyst October 2023 – December 2023
· Prepare professional-quality business/legal correspondence on a deadline.
· Respond to inquiries from contract attorneys, trial and appellate courts, and others.
· Effectively use Excel to cross-reference information from multiple databases.
· Sort, file, and tabulate various documents and records.
· Coordinate program managers’ schedules as needed, including travel arrangements.
· Serve as a liaison between supervisor and other staff members, relaying assignments and requesting status information.
· Conducts and/or responds to surveys and studies; composes narrative portions of documents such as training power points and other content related to disproportionality advocacy training.
· Perform administrative duties that require independent judgment, accountability, confidentiality, organizational and prioritization skills, and outstanding interpersonal skills.
· Coordinate with other agency staff members on administrative practices and procedures.
· Exercise mature judgment in potentially sensitive, high-stress situations.
· Participate in and foster a collaborative working environment at OPD, statewide stakeholder groups, and in demographically diverse local court systems.
· Diligently follow attorney and state employee ethics requirements.

State of Washington – Department of Health
Credentialing Specialist 1 August 2021 – October 2023
· Review, evaluate, and assess incoming applications for completeness, accuracy, and adherence to established departmental policy, procedure, and state laws.
· Verify and obtain information about applicants/applications by searching online databases and other resources.
· Communicating with representatives of DOH programs, state and local government agencies, educational and credentialing/licensing institutions, and other outside organizations.
· Provide written and verbal correspondence and outreach to internal and external customers. 
· Support credentialing efforts to ensure timely review of provider applications. 

State of Washington – Department of Health
Forms & Records Analyst 1 – Temporary May 2021-August 2021
· Completing routine organizing, sorting, scanning, filing, and indexing activities for credentialing applications and processes in support of the licensing of health professions. 
· Providing written correspondence to customers, providers, employers, facilities, other jurisdictions, and states documenting the status of an individual applicant’s Washington credential.
· Researching and documenting credential details for requesting individuals or organizations.
· Supporting credentialing efforts to ensure timely review of provider applications.
·  Updating the ILRS licensing system electronic database record documenting and tracking.
· Assisting with retrieving records and/or requests to locate information, files, or documents.
Olympia Orthopedic Associates
Medical Scribe October 2020 – March 2021
· Accurately document patient-provider encounters in an electronic medical record (EMR), including any past medical history, current medical issues, physical exams, treatment plans, disposition instructions, rechecks, etc.
·  Provide advanced support to providers, including documenting phone calls, alerting the physician with labs/radiology reports are complete, grabbing faxes, etc.
· List all proper diagnoses and symptoms as well as follow-up instructions and prescriptions as dictated by the physician
· Transcribe patient orders, including laboratory tests, radiology tests, medications, etc.
· Document and contact other medical departments for consultations as needed.
State of Missouri – Department of Child Support
Office Support Assistant  October 2019 – August 2020
· Organize office and assist associates in ways that optimize procedures 
· Sort and distribute communications in a timely manner 
· Create and update records, ensuring the accuracy and validity of information 
· Monitor the level of supplies and handle shortages 
· Resolve office-related malfunctions and respond to requests or issues 
· Coordinate with other departments to ensure compliance with established policies 
· Perform receptionist duties 
· Answer and direct calls
· Use multiple computer systems effectively and efficiently 
· Call client employers to verify employment 
Skills Summary
· Entry​ ​Level​ ​Paralegal​ ​Knowledge 
· Westlaw
· 60 WPM 
· Operating Phone Systems 
· Providing Excellent Customer Service
· Reading and Interpreting Documents
· Analyzing and compiling data and comparing various sources of information
· Prioritizing work and performing multiple tasks simultaneously
· Processing and maintaining a variety of forms, paperwork, reports, and records
· Communication and interpersonal skills as applied to interaction with coworkers, supervisor, vendors, and the general public sufficiently to exchange or convey information and to receive work direction.
Education
Columbia College
Associates in General Studies 
Columbia, MO 65201
October 2020

Bachelor of Arts in Political Science
Columbia, MO 65201
99 Semester Credit Hours
Anticipated June 2025
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