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PROFESSIONAL SUMMARY

Experienced legal professional with a decade of expertise in
managing legal documentation and client relations. | excel in
providing comprehensive administrative support to attorneys,
ensuring compliance and operational efficiency. My strong
organizational skills and proactive approach enhance the
effectiveness of legal processes, contributing to a streamlined
office environment.

WORK EXPERIENCE

Legal Secretary Receptionist £ Apr / 2019-Ongoing
X Santa Monica, CA

—_—

. Managed legal documentation, ensuring accuracy and
compliance with relevant laws.

2. Provided exceptional customer service to clients, maintaining a
professional demeanor.

3. Coordinated communications between attorneys, clients, and
court personnel.

4. Assisted in the preparation of legal documents, including briefs
and motions.

5. Maintained organized case files, improving retrieval efficiency.

6. Utilized Microsoft Office Suite to create and edit legal
documents.

7. Followed up on inquiries and ensured timely responses to client

needs.

Legal Secretary Receptionist B Apr / 2015-Apr / 2019
X Seattle, WA

1. Communicated effectively with clients and legal staff, fostering
a positive work atmosphere.

2. Provided written and verbal updates on case statuses to
attorneys and clients.

3. Explained legal processes and policies to clients in an
understandable manner.

4. Collaborated with team members to streamline office
operations.

5. Handled confidential information with discretion and
professionalism.

6. Maintained a detailed calendar of appointments and
deadlines for legal proceedings.

EDUCATION
Associate of Applied Science inLegal g APr/ _Apr/
Studies 2012 2015

X Portland, OR

Focused on legal terminology, documentation, and
administrative processes in law.
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