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 Contract Manager
Dedicated and flexible legal professional with more than 15 years of experience providing essential support in multifaceted and diverse environments and 6 years drafting and negotiating pharmaceutical contracts.  Supported Fortune 500 companies, including Google and Wells Fargo and major pharmaceutical companies including Roche, Genentech, Gilead and Santen, by seamlessly transitioning among positions and responsibilities. Flourish in fast-paced settings that require a deft ability to quickly assume new responsibilities, re-direct failing projects, and work collaboratively with all levels of international organizations.  Proven success in legal startup situations, as well as in established law firms with multi-national clients.  Seeking to benefit the contracts function of a top pharmaceutical company or research organization. 
	Contract Negotiation and Drafting experience: 
· Research and Collaboration Agreements

· Material Transfer Agreements 

· GDPR Alignment Amendments 
	· Quality and Supply Agreements 
· Licensing Agreements
· Patent Assignment Agreements

· M&A Agreements
· Equity Purchase Agreements
	· IT/Logistics 

Service Agreements 

· Master Service Agreements and Statements of Work
· Consulting Agreements 


Professional Experience
Accenture - Experis (Contract) February 2020-August 2020
Contract Senior Analyst 
· In house 6 month temporary project.  
· Draft, negotiate and manage international IT master service agreements and statements of work for Accenture’s technology clients.
Gilead Sciences, Inc. US Tech Solutions Foster City, CA, December 2018-December 2019


Contracts Associate (Contract)
· In house 1 year temporary project.  
· Reviewed clinical trial and research agreements as part of the Clinical Contracts and Finance/Development Business Operations group. 
· Updated existing master laboratory service agreements with data retention and IT management language for MHRA/GDPR requirements. 
Santen Inc. Emeryville, CA, April 2018-November 2018


Contracts and Litigation Manager

· Negotiated and drafted quality agreements, research agreements, supply agreements, master service agreements, statements of work and confidentiality agreements for the IT, commercial, business development, venture capital and human resource departments.  
· Drafted and implemented GDPR language for European site clinical trial agreements.
· Facilitated alignment with international clinical research organizations.
· Responsible for all contracts for recently acquired medical device manufacturing company. 
Z&L Properties, Inc. Foster City, CA, October 2017-March 2018


Transaction Paralegal 
· Transaction review and organization for in house legal department of a Chinese real estate development company.
· Maintenance of all corporate governance documents.
Hall Capital Partners, LLC. - Legal People   San Francisco, CA, August 2017-October 2017


Paralegal (Contract)
· In house 3 month temporary project.  Review and analysis of subscription documents prior to investment. 
Genentech, Inc.-Swoon Staffing South San Francisco, CA, June 2017–July 2017 


Contract Manager (Contract)
· In house 2 month temporary project.  Placed in Managed Care and Operations division focusing on contracts specific to patient contact vendors. 

TUNEIN, INC.-Hire an Esquire San Francisco, CA, March 2017-May 2017


Contracts Paralegal (Contract)
· In house 3 month temporary project.  Review and analysis project for license and master service agreements at Google ventures company. 
Old Republic Title Insurance Company, San Francisco, CA October  2016-January 2017

Corporate Paralegal-Claims 

· In house 3 month role.  Conducted legal research and assisted with claims administration.

Babcock and Brown Aircraft management, Robert Half Legal San Francisco, CA April 2016-October 2016 

Corporate Paralegal (Contract)
· In house 6 month temporary project.  Maintained corporate minute books and company records.  Drafted correspondence and client communication. 

Withers Bergman, LLP, San Francisco, CA November 2015- February 2016

Corporate Paralegal

· Corporate records maintenance and client communication.

· Aligned client documents with compliance standards prior to investor review and IPO.

Roche Molecular Systems, Inc. Pleasanton, CA April 2014- October 2015

Legal Contract Specialist 

· Drafted confidentiality and non-disclosure, material transfer, patent assignment research agreements and master service agreements as well as statements of work. 
· Established template agreement library and standard operating procedure for the legal department of a new business unit within Roche Diagnostics. 
· Served as primary legal point of contact for new companies following acquisitions.
Franklin Templeton Investments-Granite Solutions Group -San Mateo, CA January 2014- April 2014 

Paralegal (Contract) 
· Coordinated complex financial contracts.  Facilitated distribution of legal agreement documentation
Genentech – E-team  South San Francisco, CA June 2013- January 2014 

Sr. Contracts Coordinator (Contract) 
· Managed web portal in Global Pharma Procurement for Contracts Concierge section of Go Simple process improvement initiative.

· Responsible for administration of divisions contract management system.

· Drafted contracts for the Commercial Contract Group including: statements of work, confidentiality agreements, and fee for service agreements. 

Google – Indosys Systems- Mountain View, CA June 2013 

Legal Assistant (Contract)

· Assigned to project support in the legal department for Google Search.
Wells Fargo – Robert Half Legal San Francisco, CA May 2013 

Legal Admin. Assistant (Contract)
· Provided temporary administrative support in the legal department.
Moskowitz, LLP - San Francisco, CA February 2012-March 2013

Paralegal
· Drafted pleadings and correspondence.
· Filed petitions, motions and briefs with the United States Tax Court.
· Extensive client communication and document organization to prepare clients cases for trial.
· Ordered client account transcripts from the Internal Revenue Service and Franchise Tax Board.

Evolve Discovery -  San Francisco, CA December 2011-January  2012 

Project Manager (Contract)
· Document management project.   
Clean Filtration Technology/Dow Chemical – Redwood City, CA Nov. 2011- Dec. 2011 

Due Diligence Project Lead (Contract)
· Coordinated compliance documentation during company’s acquisition by a multinational chemical company.
Dechert– Glocap Search, LLC San Francisco, CA September 2011-October 2011
Legal Admin. Assistant  (Contract)
· Temporary administrative support at international law firm.  
Michelman and Robinson, LLP – San Francisco, CA February 2011-August 2011  
Executive Assistant/Legal Secretary
Administrative support for San Francisco office of national law firm specializing in insurance defense.  

· Drafted pleadings and correspondence.
· Federal and State court filings including use of judicial council forms.
· Maintenance of office filing system.
· Coordinated office supply orders.
Bowman and Brooke, LLP – San Jose, CA June 2010-January 2011 

Case Assistant/Legal Secretary

Provided practice support in products liability cases for national defense law firm.  

· Drafted legal pleadings and correspondence.

· Scheduled depositions.

· Responsible for State and Federal court e-filings.

· Regularly communicated case status to international clients and co-counsel.   

· Organized deposition and trial exhibits.

· Executive assistant to managing partner.
Genentech-Pro-Tem Solutions – South San Francisco, CA   April 2009-May 2010

Technical Administrative Coordinator (Contract)
· Issued meeting minutes, agendas and supporting documents.

· Managed request submission process for 6 weekly pharmaceutical change management meetings.  
· Responded to attendee scheduling questions.

· Calculated weekly workflow metrics for department.

Littler Mendelson, P.C. – San Francisco, CA September 2007–February 2009

Client Services Coordinator

· Provided scheduling and client service support for training business unit of international law firm specializing in employment and labor law. 

· Served as primary point of contact and informational resource to corporate clients.

· Managed department master training calendar.

· Prompt communication of new offerings, changes, and cancellations to impacted stakeholders.

McCurdy & McCurdy/Brent Coon & Associates San Francisco, CA May 2004 – September 2007
Paralegal

Established administrative infrastructure for San Francisco office of Texas based tort and product liability law firm. 

· Developed office administration practices during firm start-up.

· Established electronic and paper file management practices. 

· Delivered exceptional support to partners and staff enabling uninterrupted service provision, communications, 
               and relationship management during company merger.

· Interviewed clients and took verbal work histories work as part of case file setup and background fact finding.  

· Communicated terms of service and fee structures. 

· Drafted corporate communiqués.

· Assembled court filing documents. 

· Arranged attorney and staff travel supporting depositions.

· Prepared and submitted expense reports.

· Liaised with technical services providers and suppliers as primary contact.

· Procured office supplies and scheduled equipment support.

Raymond James Financial Services – Carmel, CA  September 2003–February 2004

Administrative Assistant

Assisted financial advisors and planners with branch service provision to individual and corporate customers. 

· Tracked client investment portfolios and provided general performance information using Reuters and 
Morningstar.

· Performed daily database backups and client portfolio maintenance.

· Researched company financial profiles as preliminary background for investment opportunities.

Education & Credentials

Santa Clara University

Bachelor of Arts
Philosophy with History Minor
Stanford Center for Professional Development 
  Graduate Certificate in Advanced Project Management Certificate 
Paralegal Certification
California Business and Professionals Code Section 6450
Technical Competencies

Adobe Pro, Ariba, Apttus, SAP, Case Logistix, Conga Novatus, Coupa, CompuLaw, Nextance ContractWorks,

Google Sheets, Google Drive, Google Docs, Hummingbird, iManage, Legal Solutions, LexisNexis InterAction CRM, LexisNexis TimeMatters, MavenLink, MS Excel, MS Teams, MS Outlook, MS PowerPoint, MS Word, Needles, PACER, Relativity, SalesForce, SharePoint, ShareWeb, Summation, Tax Tools, WebEx, Westlaw
