
Robert Smith 
Corporate Legal Assistant

PERSONAL STATEMENT

Responsible for Organizing and tracking non-disclosure agreements, patent 
and trademark applications, employee documentation, and employment 
policy developments.

WORK EXPERIENCE

Corporate Legal Assistant
ABC Corporation -   November 1998 – April 2000 

Responsibilities:

 Separated and became Borst &amp; Collins and Askounis &amp; Darcy.
 Prepared and filed pleadings with courts in connection with various 

portfolios.
 Maintained the court call and trial docket accurate and current, and 

coordinated it with other associates.
 Effectively maintained and controlled the release of proprietary and 

confidential information for consumers.
 Translated contracts, laws, and legal documents from English to 

Spanish.
 Notarized legal documents.
 Helped to minimize financial loss for the company by maximizing 

efficiency in the legal process.

Corporate Legal Assistant
Delta Corporation -   1994 – 1998 

Responsibilities:

 Work with DMV, Dealers and other state agencies to secure title Write 
settlements for customers who have title issues that cannot be resolved
.

 theft complaints Resolve credit reporting disputes Contact attorneys to 
determine their relationship with CAC consumers Senior Redemption 
Specialist .

 Prepared legal documents to be included in due diligence files of 
ongoing high profile client-matters such as Ferraris $982 million IPO, 
Credit.

 Conducted intellectual property research to assist attorneys with 
current merger/acquisitions such as AB InBevs ongoing merger with 
SABMiller.

 Provided attorneys with on-call quality assistance on nights and 
weekends, but was let go due to overstaffing.

 Prior assignments of increasing responsibility leading to promotional 
opportunities.

 Forming Limited Liability Companies, Limited Partnerships, and 
Corporations in Florida and Delaware and structuring the distribution of 
shares.
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CONTACT DETAILS

1737 Marshville Road, 
Alabama
(123)-456-7899
info@qwikresume.com 
www.qwikresume.com

SKILLS

Excel, Microsoft Word, 
Data Entry, 
Administrative Assistant,
Sales.

LANGUAGES

English (Native)
French (Professional)
Spanish (Professional)

INTERESTS

Climbing
Snowboarding
Cooking
Reading

REFERENCES

Reference – 1 (Company 
Name)
Reference – 2 (Company 
Name)
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Education

GED
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