Joyce D. Harris

165 U Street, N.E.

Washington, DC  20002

202.635.0784

joyce.d.harris@gmail.com
SUMMARY OF QUALIFICATIONS
Possess over 25 years of legal experience in medium-large sized firms as a Technology Trainer, Application and Litigation Specialist, with outstanding training, customer support, technical/legal writing, communication and interpersonal skills to provide IT-and professional services that help maximize the efficiency and effectiveness of company employees.
PROFESSIONAL WORK EXPERIENCE

Joyce Harris, IT Consultant/Trainer – 165 U Street, NE - Washington, DC  20002

March 2009 – Present

· Conduct one-on-one or group training in Microsoft Office (MS Office 2003, 2007 and 2010) with clientele.   
· Volunteer workforce development trainer for Brighter Day Family Life Center clients teaching Microsoft Office applications, Corel WordPerfect, Adobe Acrobat, QuickBooks and other applications needed to prepare these individuals for entry and re-entry into the workforce.  

Dewey & LeBoeuf LLP (formerly Dewey Ballantine LLP) – 1101 New York Avenue, NW, Washington, DC 20005

September 1986-March 2009
(Holding several positions:  Training Specialist; Application Specialist; User Support (Help Desk) Supervisor)
· Provided daily onsite, desk side, and remote training for 700+ firm personnel in classrooms and using WebEx to conduct seminars, managing these classes with WebEx invitations and Microsoft Office Project on core applications such as Microsoft Office, Adobe Acrobat, CMS/Elite billing systems, DocXtools and VOIP phone systems.
· Wrote training curriculum (manuals,  e-learning/reference guides, technical tips) and other technical resource tools.
· Managed firm’s training calendar and projects, monitoring and evaluating trainers and classes conducted in the firm.
· Trained Pitney Bowes and Merrill Corporation staff on scanning, uploading and imaging documents for electronic filings and litigation, using Concordance, Summation, Adobe Acrobat, IPRO and other litigation software.
· Customized, deployed and trained Records Department staff in firm’s Legal Key Records system. 
· Migrated 200+ Blackberry users from Notes Domino to Microsoft Exchange servers and trained them in Outlook. 

· Trained 200+ Dewey Ballantine employees on LeBoeuf, Lamb, Greene & McRae’s applications in use after merger.

· Provided daily troubleshooting and technical support services for 700+ employees on site and remotely through Citrix Metaframe,  PCAnywhere and Zenworks, recording calls in Help Desk databases.

· Coordinated and managed Help Desk Specialists responsible for tracking 150+ software and hardware calls received on a daily basis utilizing Magic, Track It, Lotus Notes and other help desk database programs designed to enter problems and resolutions to Help Desk calls.
· Wrote batch files and created templates and macros for firm and other templates using Softwise and Innova.
· Worked with attorneys/legal secretaries on complex legal documents, electronic filings and graphic presentations.

· Assisted billing secretaries and analysts in generating client bills in CMS and Elite Billing systems.

· Administered and set up new user’s network accounts and assigned rights to files, directories and groups using Novell Netware and Active Directory.
· Worked with network engineer/administrator uploading files from desktops to document management systems, ensuring that documents were accessible through network logins and remotely using CitrixMetaframe and training staff on procedures for checking out/in documents from the document management system.  

· Managed firm’s User Support (Word Processing) Specialists and Secretaries working in the Center responsible for providing word processing services, webpage design and intranet support to legal and administrative staff.

· Assisted firm administrator with interviewing and hiring User Support staff, overseeing/evaluating staff production and performance in addition to compiling and producing monthly reports for firm administrator.

· Assisted office administrator in developing and implementing firm-wide network policy and procedure manuals. 

· Worked closely with IT team to transition the firm through its migration from DOS systems to Windows operating systems and from desktop to network applications, installing and keeping track of hardware/software inventory.

· Prepared and maintained department budget and inventory of the purchase of software and hardware
· Published newsletters and other technical reference guides for legal and administrative staff.
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Kirkland & Ellis - 655 15th Street NW, Suite 1200, Washington, DC 20005-5793
February, 1985 – September, 1986

Legal Secretary – Secretary to Senior Partner David Norrell and Associate David Carroll
Duties and responsibilities included transcription, typing of all pleadings, correspondence using WordPerfect word processing software; creating billing and expense statements; compiling corporate closing bibles and mergers and acquisitions documents; setting up and manning ABA Seminar worksite; designated chart person and floor monitor responsible for assisting and training other secretaries on the IBM PCs and Display Writer systems.
Covington & Burling - 1201 Pennsylvania Avenue, NW, Washington, DC 20044
May, 1980 – May, 1984

Legal Secretary – Legal Secretary to John Heintz and Elaine Falender
Duties and responsibilities included typing all general correspondence, and litigation pleadings filed with different courts; created client billing statements; arranged and set up conferences with clients; processed travel arrangements as well as travelled out of state with partner to provide litigation and administrative support during trial; assisted and trained other secretaries on the NBI 300 and Displaywriter word processing systems.
Glassie, Pewett, Dudley, Beebe & Shanks - 1317 F Street, NW, Washington, DC 20005
April, 1978 – April, 1980
Legal Secretary – Secretary to Senior Partners Allan Mendelsohn and Hershel Shanks and Associate Bruce Davis
Duties included filing trademark applications with the State Department, Patent and Trade Office and various Embassies; filing of air carrier applications with the Civil Aeronautics Board; typing of legal documents pertaining to real estate settlements, setting up, closing and preparing forms needed for obtaining loans from banking institutions for the various corporations; processing time records and billing clients on a monthly and quarterly basis, keying in legal documents and billing information into the Wang Q-1 word processing computer for them and other attorneys in the firm.

CERTIFICATIONS 
	· Lotus Notes R4.5/5.0/7.0 Application Development I
	· Lotus Notes R4.5/5.0/7.0 System Administration I

	· Microsoft Office Suite (all MS Office applications)
	· Word Perfect – Word Perfect for Windows

	· Corel Word Perfect  and Corel Draw
	· Train the Trainer Certificate –Fred Pryor

	· Computer Programming Training
	· Executive Secretarial Certification

	· Managing Lotus Domino Servers and Users
	· DOS


EDUCATION
· OIC Vocational School, Charleston, WVA – Business Administration – Certification received 

· DuPont High School, Belle, WVA – Diploma

· Fred Pryor – Train the Trainer Course – Certification received
TECHNICAL SKILLS

	· Microsoft Office Suite 2000 - 2010
	· Best Authority & Full Authority
	· Lexis Nexis & Westlaw

	· Microsoft Visio
	· Blackberry & PalmPilot
	· CiteRite & CheckCite

	· Lotus 1-2-3, Quattro Pro & QuickBooks
	· Doc X Tools 4-6
	· ScanIT & IPRO

	· viDesktop & SharePoint Courseware
	· Soft Solutions & Docs Open
	· Concordance and Live Notes

	· Active Directory
	· Acrobat 4-9
	· EDGAR, FERC & eTariff Filings

	· ConsoleOne & Novell Netware, VPN
	· Citrix MetaFrame & ICA Client
	· AccuRoute & RightFax

	· Corel Draw – Corel WordPerfect 6 - 12
	· Softwise and Innova Templates
	· JFS Litigators Notebook

	· Workshare Protect (Metadata Assistant)
	· InterAction
	· CMS Billing & Elite Billing

	· WebEx & Microsoft Live Meeting
	· PC AnyWhere & ZenWorks
	· Lotus Notes

	· Hospitality Suite & Resource Scheduler
	· Notes Screen Capture & SnagIt
	· DTE & Elite WebView

	· LegalKey
	· Internet Explorer  & Fire Fox
	· Nortel & Avaya VoIP Phones


REFERENCES (SEE ATTACHED)

References for Joyce D. Harris

Ms. Pennie McKinney
Office Administrator

Proskauer Rose LLP

1001 Pennsylvania Avenue, NW

Suite 400 South

Washington, DC 20004

202-416-5840
email:  pmckinney@proskauer.com
Mr. Douglas Bodenschatz, IT Manager

Kelley Drye & Warren LLP

Washington Harbour, Suite 400

3050 K Street NW

Washington DC 20007
202-342-8891
email:  dbodenschatz@kelleydrye.com
Ms. Debra Williams
Systems Administrator/Trainer
Stern, Kessler Goldstein Fox
1100 New York Avenue, NW

Washington, DC 20005

202-772-8664
email:  dwilliams@skgf.com
Mr. Romell Cummings

Millennium Challenge Corporation

875 15th Street NW
Washington, DC  20005

202-521-7246-work
202-558-8906-cell
Email:  cummingsra@mcc.gov
