
ROBERT SMITH
Law Office Manager

info@qwikresume.com | https://Qwikresume.com

To contribute developed skills to a challenging position with opportunities for 
growth and advancement. Highly motivated with strong work ethic and eager to 
contribute to the growth of a progressive company with quality services.

2009 – 2013
LAW OFFICE MANAGER - ABC CORPORATION

 Provided professional legal support/advice to command and staff agencies on 
issues, including Military Justice, Contracts, Labor, Environmental/Operations 
Law; drafted legal reviews, executed legal documents - Provided daily 
operations support to the legal office, ensuring mission requirements and 
critical deadlines were met.

 Provided military members/retirees and their families legal advice/assistance on
personal, civil matters, wills, powers of attorney, notaries, lease issues, 
domestic relations issues, and consumer issues.

 Provided daily operations support to the legal office, ensuring mission 
requirements and critical deadlines were met.

 Communicated effectively with external vendors including, but not limited to, 
cleaning services, copier supply and repair, delivery services, etc.

 Sorted and distributed incoming and outgoing correspondence and mail from 
FedEx, UPS, etc.

 Drafted memorandum and performed other administrative tasks as needed 
daily.

 Responsible for managing all the firms financials including accounts payable, 
accounts receivable and billing, collections, payroll, journal entries, bank 
reconciliation for eight escrow accounts and 3 operating accounts, set and 
oversee budgets, prepare 1099s and submit year-end financials to CPA for tax 
returns.

1996 – 1998
LAW OFFICE MANAGER - DELTA CORPORATION

 Assisted two partner attorneys from prior law firm in opening a new general civil
litigation practice.

 As the only initial employee, I established all the administrative, financial and 
other procedures and systems required to ensure a solid foundation .

 Performed all secretarial, paralegal &amp; bookkeeping duties during initial 
start-up period.

 Created extensive document library; streamlining collection/foreclosure 
procedures; reducing attorney time and effort Contributed to success.

 Duties include-managing schedule (including court dates/deadlines), 
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preparation of legal correspondence, Setting client meetings with attorney and .
 Marketing of attorney services.
 Responsible for overall functioning of office including supplies, billing and 

attention to detail on final work product (legal letters, motions, etc).

EDUCATION

B.A. In Business/Accounting

SKILLS

Accounting, Office Management, Customer Service, Humun Resources, Marketing, 
Microsoft Office, And Business Operations.
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