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PROFESSIONAL SUMMARY

Dynamic Assistant Attorney with 5 years of comprehensive experience in civil and corporate law. Proven track record in

drafting legal documents, managing case files, and providing strategic support during trial preparations. Adept at building

strong client relationships and ensuring compliance with legal standards. Committed to delivering effective legal solutions

in a fast-paced environment.

WORK EXPERIENCE

 Jun / 2021-Ongoing



Assistant Attorney

Blue Sky Innovations Chicago, IL

1. Prepared a variety of legal documents under the guidance of senior attorneys, including motions, briefs, and discovery

requests.

2. Supported trial proceedings by collecting evidence, organizing case files, and preparing exhibits.

3. Conducted legal research to assist attorneys in case strategy formulation and litigation preparation.

4. Maintained regular communication with clients, providing updates on case progress and addressing concerns.

5. Scheduled depositions and mediations, ensuring all parties were informed and prepared.

6. Reviewed case law and drafted summaries to assist in litigation strategies.

7. Organized and maintained case files and documentation to ensure easy retrieval and compliance.

 Jun / 2020-Jun / 2021



Assistant Attorney

Cactus Creek Solutions Phoenix, AZ

1. Proofread legal documents and correspondence for accuracy and compliance with legal standards.

2. Maintained organized files to facilitate efficient retrieval and management of case-related materials.

3. Ensured adherence to record-keeping and privacy regulations in all documentation.

4. Assisted in the management of legal workflows, enhancing overall office efficiency.

5. Conducted interviews with witnesses to gather necessary information for case development.

EDUCATION

 Jun / 2019-Jun / 2020



Juris Doctor

Harvard Law School Chicago, IL

Completed comprehensive legal education with a focus on civil and corporate law.

SKILLS

Case Management and

Documentation

7

Case Management

8

Legal Writing

10

Trial Preparation

10

ACHIEVEMENTS

Successfully assisted in over 20 civil litigation cases, contributing to a 90% favorable outcome rate.

Streamlined document preparation processes, reducing turnaround time by 30%.
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