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ETHAN MARTINEZ
Judicial Assistant

support@qwikresume.com

(123) 456 7899

Los Angeles

www.qwikresume.com

PROFESSIONAL SUMMARY

Accomplished Judicial Assistant with 5 years of dedicated experience 
in enhancing courtroom efficiency and supporting legal operations. 
Proven ability to manage case documentation, coordinate schedules, 
and streamline court processes. Passionate about delivering high-
quality service to judges and legal personnel while ensuring 
compliance with judicial procedures.

WORK EXPERIENCE

 Feb / 2022-Ongoing



Judicial Assistant
Pineapple Enterprises Santa Monica, CA

1. Manage court calendars by scheduling and coordinating hearings 
for multiple judges.

2. Serve as a liaison between court staff, legal professionals, and the 
public to facilitate effective communication.

3. Record court proceedings, including swearing in witnesses and 
managing jury selections.

4. Ensure timely and accurate filing of legal documents and maintain 
organized case files.

5. Provide comprehensive support to judges by drafting court 
documents and preparing orders for review.

6. Maintain and update a systematic filing system for both physical and 
electronic records.

7. Assist in the management of court operations, ensuring compliance 
with judicial standards.

 Feb / 2020-Feb / 2022



Judicial Assistant
Silver Lake Enterprises Seattle, WA

1. Facilitate daily communication with judges, attorneys, and the public, 
ensuring clarity and professionalism.

2. Perform data entry and manage information requests from court 
users.

3. Assist clients in filing legal paperwork and provide guidance on court 
processes.

4. Demonstrate reliability by mastering various roles within the 
department as needed.

5. Proactively seek additional responsibilities to support team 
objectives and enhance service delivery.

6. Utilize strong interpersonal skills to address concerns and inquiries 
effectively.

EDUCATION


Feb /
2018

-
Feb /
2020



Associate of Applied Science in Legal
Studies
Springfield Community College Chicago, IL

Focused on legal principles, court procedures, and administrative 
practices.

SKILLS

Document Control

Legal Document Drafting

Courtroom Organization

Calendar Management

Legal Terminology

INTERESTS

 Scuba Diving  E-sports

 Reading Fiction  Puzzle Solving

STRENGTHS

 Stewardship  Teamwork

 Tenacity  Vision

LANGUAGES

80%

English

80%

Russian

80%

Swahili

ACHIEVEMENTS

Streamlined case filing procedures,
reducing processing time by 20%.

Successfully coordinated over 100
court hearings, ensuring all
documentation was accurate and
timely.

Developed a new digital filing system
that improved access to case files by
30%.
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