
[bookmark: _gjdgxs]Kathleen Neary
3008 Derry Terrace									
Philadelphia, PA 19154								Kfarrell2129@gmail.com
(267) 243-4873

Qualification Highlights

· A clear communicator.

· Ability to review, organize and summarize complex documents for investigations and trials.

· Can effectively interact with internal and external counsel and support staff to prepare subpoenas, civil investigative demands, and other requests relating to government investigations.

· Experienced drafting legal documents including memoranda, subpoenas, discovery requests, and documentation relevant to acquiring evidence or testimony.

· Effective in connecting with document custodians to investigate and retrieve responsive documents and information for trial. 

· Proficient in handling and safeguarding confidential and sensitive data and information. 

· Proven ability to resolve issues/problems independently and prioritize multiple concurrent tasks.

· Strong proficiency in MS Office, including MS Word, MS Excel, and MS PowerPoint.


Education

Masters of Science, Criminal Justice, January 2017, SAINT JOSEPH’S UNIVERSITY, Philadelphia, PA 
 
Bachelor of Arts, English, May 2013, KUTZTOWN UNIVERSITY, Kutztown, PA


Experience 

Investigation Coordinator – 2014 to present 
Defender Association of Philadelphia, Philadelphia, PA​

In this position, it is my responsibility to conduct the preliminary investigation into criminal cases represented by the Defender Association. Specifically, I order, review and summarize all discovery materials for the assigned attorneys and investigate to determine if any possible exculpable information is available from third party records custodians. It is also my responsibility to prepare trial files for attorneys and draft necessary legal documents such as motions, orders, and subpoenas to be submitted or presented to the court.  

Applicant Services Representative - 2013-2014
Vertical Screen, Inc. Warminster, PA

In this position I was responsible in assisting applicants required to undergo background investigations for employment, school or otherwise with the proper information needed to expedite the process. As such, I was regularly entrusted with the confidentiality and security of sensitive personal information such as, social security cards, birth certificates, and tax-related paperwork.

