
Robert Smith 
Executive Judicial Assistant

PERSONAL STATEMENT

Detail-oriented professional with strong customer service skills and the 
ability to learn concepts quickly. A tenacious and resourceful individual who 
has a positive attitude aimed at creating an atmosphere of positivity in the 
environment.

WORK EXPERIENCE

Executive Judicial Assistant
ABC Corporation -   December 1988 – July 1997 

Responsibilities:

 Maintained the Judges probations by scheduling probation hearings for 
violations or terminations.

 Liaison between court docketing, probation, parole and ex-parte 
hearings as well as weddings.

 Responsible for recording all court proceedings, swearing in of 
witnesses, jury selections and sequestering and lunches.

 Make sure that the correct paperwork and computer input was done in a
timely and professional manner.

 Provided comprehensive administrative, secretarial and clerical support 
to circuit judge.

 Responsible for managing the trial schedule and court hearings, also 
drafting of court documents for judicial review and approval.

 Creates, maintains and updates filing system for hard copy documents 
and videotapes in chronological order.

Judicial Assistant
Oregon Judicial Department -   1983 – 1988 

Responsibilities:

 I communicate with judges, attorneys, and the public on a daily basis.
 My job involves mostly data entry and customer service.
 Assist customers with filing paperwork and answering questions so they

can get the help they need.
 I am very dependable and a quick learner.
 In the year and a half, I have been here I have learned not only my own 

job but also that of my supervisor so I can be her backup when she is 
absent.

 I am constantly looking for work to do to keep me busy and am a great 
asset to the department.

 Skills Used Dependability, reliability, communication, compassion, 
flexibility, dedication.

Education

BS in Computer Information Systems - 1983(Grambling State 
University - Grambling, LA)
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CONTACT DETAILS
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www.qwikresume.com

SKILLS

Microsoft Office, File 
Management, Case 
Management, Drafting of
minutes and legal 
memorandum, 
Organizational Skills, 
Team Building.

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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