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CHARLOTTE HARRIS

Litigation Assistant

& support@qwikresume.com & (123) 4567899 @ LosAngeles @ www.qwikresume.com

PROFESSIONAL SUMMARY SKILLS

Legal professional with 2 years of experience as a Litigation Assistant, Legal Document Preparation
adept at case management and document preparation.
Demonstrated expertise in legal research, drafting pleadings, and
ensuring compliance with court procedures. Committed to optimizing Legal Research Skills
legal processes and enhancing client support, aiming to contribute
effectively to your esteemed firm.
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Client Communication

WORK EXPERIENCE
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Litigation Assistant # Apr/2024-Ongoing File Organization

Seaside Innovations X Santa Monica, CA

1. Conducted comprehensive legal research and analyzed case law to Discovery Process
support litigation strategies.

2. Organized and managed all case files, ensuring timely access and
compliance with legal standards.

3. Prepared legal documents, including pleadings and motions, for INTERESTS
court submissions.
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4. CoIIaborgted with attorneys to develop trial materials and case I Art & Volunteering
summaries.
5. Assisted in the preparation of evidence for hearings and trials, 2 Hiking e Yoga
enhancing case presentation.
6. Maintained detailed records of case developments and client
STRENGTHS

interactions for accurate reporting.
7. Supported paralegals and attorneys with administrative tasks to

streamline office operations. O Efviesliny | | 1= Peeilerenad
Paralegal Assistant B Apr/2023-Apr /2024 @ Diplomacy
Silver Lake Enterprises K Seattle, WA
1. Welcomed clients and guests, ensuring a professional and inviting LANGUAGES

atmosphere.
2. Managed incoming communications, directing inquiries to

appropriate legal staff.
3. Documented attorney billable hours and prepared invoices for client o o o
billing.

4. Maintained confidentiality of sensitive client information in
compliance with legal standards. English Swahili Mandarin

ACHIEVEMENTS

EDUCATION

Associate of Applied Science in Paralegal ga APt/ Apr/ “fy Streamlined document retrieval processes,
Studies 2022 2023 improving attorney efficiency by 20%.
Birmingham Community College R Seattle, WA {'* Successfully organized and maintained over

500 case files, enhancing access for legal
Acquired foundational knowledge in legal principles, research teams.
methodologies, and document preparation.
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