NOAH WILLIAMS

Legal Secretary
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(123) 456 7899
Los Angeles
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SKILLS
Microsoft Office

Document Preparation

Data Management

Legal Document Software

Multi-Line Phone Management

INTERESTS

Birdwatching Traveling

Sports Coaching Knitting

STRENGTHS

LANGUAGES

English Swahili Japanese

ACHIEVEMENTS

Streamlined document preparation
processes, reducing turnaround time
by 30%.

Successfully managed a high-
volume caseload, ensuring timely
filing and compliance with court
deadlines.
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PROFESSIONAL SUMMARY

Dedicated Legal Secretary with over 10 years of experience in legal
administration and office management. Proficient in document
preparation, client communication, and case management, ensuring
efficient legal operations.

WORK EXPERIENCE

Senior Legal Secretary # Dec/2018-Ongoing
K Chicago, IL

1. Performed comprehensive legal secretarial duties, including drafting and
revising client correspondence and legal documents.

2. Drafted pleadings, motions, and subpoenas, ensuring accuracy and
compliance with legal standards.

3. Managed felony and misdemeanor court processes, coordinating with
attorneys and clients effectively.

4. Prepared and edited high-volume financing transaction documents
under tight deadlines.

5. Transcribed and formatted legal documents, ensuring precise case
preparation and organization.

6. Assisted in drafting agreements and financial statements, maintaining
accuracy and confidentiality.

7. Coordinated case files and documentation for trial preparation, including
indexing and bates numbering.

Legal Administrative Assistant/Receptionist B Dec/2014-Dec /2018
K Portland, OR

1. Handled receptionist duties, including managing a multi-line phone
system and greeting clients professionally.

2. Prepared legal documents such as pleadings, briefs, and wills, ensuring
compliance with legal requirements.

3. Managed accounts payable and receivable for the law office, maintaining
accurate financial records.

4. Performed general office duties, including filing, copying, and ordering
supplies to support office operations.

5. Assisted attorneys with data entry and document preparation during
peak periods, enhancing workflow efficiency.

EDUCATION

Associate of Applied Science in Legal Studies £ Dec/207-Dec/ 2014
X Portland, OR

Focused on legal terminology, document preparation, and office
management skKills.
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