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SUMMARY

As a Assistant Attorney, responsible for using electronic database management for electronic 
discovery related to a trial, such as websites, accounting databases, documents, data, and emails.

SKILLS

Excellent secretarial and Organisational skills.

WORK EXPERIENCE

Assistant Attorney
ABC Corporation  January 1993 – June 1994 
 Prepared variety of legal documents under guidance of staff attorneys and firm management, 

including summonses, subpoenas, complaints, and responses.
 Supported attorney trial proceedings, assisting in collecting evidence, compiling artefacts, 

consolidating facts, preparing documents as needed, and tracking cases.
 Developed cases by providing research for assigned attorney, maintaining communications 

with involved parties, and cataloguing information provided.
 Maintained regular communication with clients, helping to keep them informed on case 

progresses.
 Scheduled depositions, arbitrations, and other meetings.
 Readed case law, make notes, and/or prepare briefs as needed.
 Organised and archived files and supporting documents.

Assistant Attorney
Delta Corporation  1989 – 1993 
 Proofread correspondence, marketing materials and other written content.
 Maintain complete and orderly files in a manner that expedites retrieval.
 Ensure record and privacy requirements are followed.
 Assist with the administration and management of workflow.
 Locate and interview witnesses.
 General administrative duties ie. answering correspondence and taking telephone calls.
 Updates job knowledge by participating in educational opportunities; reading professional 

publications.

EDUCATION

Legal Assistant Certification.
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