Maraleen Ruiz
maraleenruiz99@gmail.com | (815) 329-4038 | Rockford, IL

EDUCATION 
	
Northern Illinois University College of Law, DeKalb, IL	                     	        		  Expected May 2028
Juris Doctor Candidate								   			   
Mount Mercy University, Cedar Rapids, IA	                 	        		         Aug. 2017 – Aug. 2021
BA, English | Minors in Pre-Law and Political Science
Summa Cum Laude | Published Writer, PAHA Review Mount Mercy University | President of Begging for Mercy (Improv) | President of Nerds of the Round Table | Co-President of LGBTQ + Alliance | Presenter, 12th Annual Streamlines: Undergraduate Literature & Writing Conference                 							   			
EXPERIENCE 
Rockford Public Schools District 205, Rockford, IL			    	      	  Aug. 2025 – Present
Law Clerk												    
· Assist with FOIA requests
· Manage and upload Board Policies and Regulations to District Websites and Diligent
· Review and advise on volunteer and employee background checks.
Executive Assistant to the Legal Department 					          Jan. 2022 – Aug. 2025
· Created, compiled responsive records and documents to respond to in-house counsel, subpoenas, outside counsel, and FOIA requests.
· Create, manage, and upload documents to the District Website and Board website.
· Provided customer service to people who called and came into the office.
· Assist with the Employer Assisted Housing program by collecting information, drafting documents, and communicating with lenders and Title Companies.
Substitute Clerical	 								           July 2021 – Jan. 2022
· Provided families with information on how to enroll their students and update their student’s information.
· Checked families in and guided them to the appropriate enrollment specialist that could best assist them.
· Filed and Alphabetized documents. 
Mount Mary University Academic Center of Excellence, Cedar Rapids, IA	          Aug. 2020 – May 2021
Academic Peer Coach 									   	     		   
· Encouraged students to work their hardest.
· Had study time and assisted students with their work when possible.
· Listened to students about their struggles and offered them resources and advice.
Writing Tutor										          Aug. 2019 – May 2021     
· Reviewed students’ writings and advised on how to improve their work.
· Assisted students on improving and developing their writing skills.
· Worked with students on how to use proper formatting and writing tools.
· Listened and helped students work through ideas and drafts.
Los Portales, Location							 	          Feb. 2014 – July 2023
Server	 								            
· Provided customer service to clients.
· Efficiently took orders and made and served drinks.
· Bussed tables and maintained a clean dining room
