Kathleen Breeding

620 Fanshawe Street

Philadelphia, PA 19111

Home Telephone: (215) 342-7977

Cell Telephone: (267) 312-3467

katscherer@hotmail.com
PROFESSIONAL EXPERIENCE


MONARCH RECOVERY MANAGEMENT, INC.

Philadelphia, PA










(1997 – 2011)

Paralegal to General Counsel/Director of Compliance

Responsible for accurately and efficiently handling of lawsuits and regulatory complaints. Specific duties include:

· Internally investigate lawsuits and complaints to determine if there is a violation under the Fair Debt Collection Practices Act, and take appropriate action.
· Assist General Counsel in discovery related to lawsuits and coordinate defense efforts with outside counsel.

· Respond to all regulatory complaints received in this heavily regulated and licensed industry, and work to ensure that implemented compliance procedures are being followed.

· Maintain complaint log with all pertinent information.

· Maintain expert knowledge of the Fair Debt Collection Practices Act and continually work to ensure company compliance with all federal and state regulations.

· Respond to client and attorney emails on a regular basis.

· Process daily incoming mail and faxes.

· Compile month-end reports: Complaint Summary, Number of Regulatory Complaints, and Complaint Logs.

JEANES HOSPITAL





Philadelphia, PA









(1996)

Paralegal Intern to the General Counsel’s Office
- Risk/Claims


Specific Duties:
· Opening and recording information on new case files.
· Write correspondence requesting information and responding to information received.

· Pull and research case files.

· Review existing case files.

· Assist Paralegal

EDUCATION


Manor College





Jenkintown, PA


ABA Approved Institution

Associates Degree – Paralegal Studies (1997)


Recipient: Basilian Scholarship


Alpha Beta Gamma International Honor Society

SPECIAL  SKILLS

Columbia Ultimate Business Systems (CUBS)


Word Perfect


Microsoft Word


Outlook


Excel

Notary Public (2007 – Present)
