LIAM ANDERSON

Docket Clerk

& support@qwikresume.com & (123)4567899 @ Los Angeles

@ www.qwikresume.com

e PROFESSIONAL SUMMARY

Ambitious legal professional with two years' experience as a
Docket Clerk, specializing in precise court filing and case
management. Skilled in tracking critical deadlines and ensuring
adherence to legal protocols. Passionate about fostering effective
communication between legal teams and court personnel to
enhance operational efficiency.

@ WORK EXPERIENCE

Docket Clerk

Seaside Innovations

# May / 2024-Ongoing
X Santa Monica, CA

1. Managed the issuance of civil processes in accordance with
court procedures.

2. Processed and filed legal documents, ensuring compliance with
court deadlines.

3. Compiled daily dockets detailing defendants' charges and
scheduled court dates.

4. Performed administrative duties, including answering multi-
line phones and directing inquiries.

5. Prepared motions and rules, notifying parties of court orders
and judgments.

6. Collaborated with court personnel to ensure accurate record-
keeping.

7. Facilitated communication between attorneys, clients, and court
officials.

Docket Clerk

Cactus Creek Solutions

&3 May /2023-May / 2024
X Phoenix, AZ

1. Prepared warrants for mailing, ensuring accuracy and
compliance.

2. Verified court dates and warrant information through direct
communication.

3. Organized and entered case files for State, Appellate, and
Federal courts.

4. Utilized high-speed digital printing processes for court
documents.

5. Managed and maintained comprehensive client trademark
records.

¢ EDUCATION

Associate of Applied Science in ey May/  May/
. 2022 2023
Paralegal Studies

City College X Portland, OR

Focused on legal research, document preparation, and case
management.
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O skiLLs

Document Management
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Court Filing Procedures
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Office Software Proficiency
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Deadline Management
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Case Tracking
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@ INTERESTS

B- Home Brewing W Wildlife
Conservation

%« Running € Public Speaking

O® STRENGTHS

) Willingness

LANGUAGES

O OO
English French Arabic

€@ ACHIEVEMENTS

“# Successfully reduced filing errors
by 15% through meticulous
document review.

‘# Streamlined case management
processes, improving efficiency by
20%.
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