Michael Elzufon
michael.elzufon@gmail.com

Hai Taieb 3/4

Jerusalem 95404
058-782-8308
Experience

	1990–2020
	Yigal Arnon & Co., Advocates

Billing Specialist

· Prepare invoices, monitor transmittal to clients, manage submission of invoices in on-line billing systems, monitor collection, and correspond with clients.

· Translate documents from Hebrew into English as needed.

· Implemented the firm's first computerized legal billing system for the International Department.
· Implemented a replacement with more advanced software, including migrating data from the old system. 

· Devised accounts receivable program.

· Devised credit allocation reports from billing software database.

· Devised system to convert billing data for submission in LEDES international billing format.
· Assisted in transition to SAP based ERP system.

· Helped train more junior personnel in use of the SAP system, including writing a guide to common billing issues.

	1989–1990
	KEF International

A personal import company in Jerusalem
· Organized the company's books, supervised progress of shipments, managed the business for extended periods in owner's absence.

	1980–1982

	U.S. Department of Justice, Civil Rights Division
Washington, D.C.

Paralegal 

	Education
	

	1982-1990
	Studied in various yeshivoth

	1975-1979
	University of Chicago
AB, History, with departmental honors

	Software
	Microsoft Word, Excel, Access
Billing software:  Verdict, Timeslips, Commit

	Languages
	English – Mother tongue
Hebrew – Reading and speaking
French – Reading 

	Translation
	Tales from Old Jerusalem, Great tales about everyday people in Old Jerusalem, by Rabbi Shlomo Zalman Sonnenfeld, trans. Michael Elzufon and David Kerschen, Artscroll, Meshorah Publications, 1990


