
Robert Smith 
Legal Assistant/Legal Secretary

PERSONAL STATEMENT

Looking for a work environment where my extensive legal experience and 
computer skills can have a positive impact on clients and overall company 
operations. To obtain a position in which may utilize legal experience and 
criminal justice education to enhance my career.

WORK EXPERIENCE

Legal Assistant/Legal Secretary
ABC Corporation -   October 2015 – Present 

Responsibilities:

 Prepare and process legal documents and papers, such as appeals, 
motions, and pretrial agreements.

 Maintains attorney calendar by planning and scheduling conferences, 
teleconferences, dispositions, and travel; recording and monitoring 
court appearance dates, pleadings, and filing requirements.

 Represents attorney by communicating and obtaining information; 
following-up on delegated assignments; knowing when to act and when 
to refer matters to an attorney.

 Mail, fax, or arrange for delivery of legal correspondence to clients and 
court officials.

 Receive and place telephone calls c make photocopies of 
correspondence, documents, and other printed material.

 Generate revenues by documenting and inputting attorney billable time
and reimbursable expenses; preparing invoices; tracking payments.

 Performs essential business and clerical duties such as scheduling 
appointments, making bank deposits and paying office bills; maintains 
office supplies by checking stocks; placing and expediting orders; 
evaluating new products.

Shift Leader
ABC Corporation -   October 2011 – June 2012 

Responsibilities:

 Organized team building activities to build greater customer service 
atmosphere and approach.

 Performed essential business and clerical duties such as maintaining 
inventory, reconciling cash register and safe amounts, making bank 
deposits, and generating store reports.

 Conducted interviews for potential hires and added new hires into a 
restaurant employee payroll database.

 Used analytical and problem-solving skills to determine customer needs
and develop strategic advertising and marketing strategies to promote 
business and optimize customer satisfaction.

 Screened telephone calls and forwarded them to the appropriate 
departments.

 Maintained filing system and assisted with office supply inventory and 
ordering.
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CONTACT DETAILS

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

SKILLS

Social Media Knowledge,
Multi-tasking, 
Communication, 
Opening And Closing 
Procedures, Literary 
Knowledge, Data Entry, 
Research, Adaptability, 
Customer Service

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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 Prepared motions to be filed with the court; scheduled clients for court 
hearings.

Education

Bachelor Of Arts in Criminology - (West Virginia University - 
Morgantown, WV)
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