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€) ACHIEVEMENTS

“fy Successfully managed the
preparation of over 200 legal
documents, improving processing
time by 30%.

‘¢ mplemented an electronic filing
system that increased document
retrieval efficiency by 40%.
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e PROFESSIONAL SUMMARY

Accomplished Senior Paralegal Assistant with over 7 years of experience
driving legal case management and documentation processes. Expertise
in legal research, drafting complex legal documents, and ensuring
compliance with court regulations. Committed to enhancing operational
efficiency and delivering exceptional support to legal teams and clients.

© WORK EXPERIENCE

Senior Paralegal Assistant £ Apr / 2020-Ongoing
WidgetWorks Inc. X Denver, CO

1. Managed case files and documentation throughout the litigation
process, ensuring accuracy and compliance with legal standards.

2. Conducted thorough legal research to support case strategies and
documentation requirements.

3. Coordinated intake calls and consultations, providing clients with
guidance and support during their legal journey.

4. Prepared and filed legal documents, contracts, and agreements,
maintaining meticulous records and deadlines.

5. Developed and maintained a comprehensive database for case
management, enhancing information accessibility.

6. Collaborated with attorneys to prepare for trials, hearings, and
mediations, ensuring all necessary materials were ready.

7. Trained new staff on office procedures and legal compliance, fostering a
knowledgeable and efficient team.

Paralegal Assistant & Apr [ 2018-Apr [ 2020
Summit Peak Industries X Denver, CO

1. Supported attorneys in drafting and reviewing legal documents, ensuring
accuracy and adherence to legal standards.

2. Assisted in trial preparation by organizing exhibits, witness lists, and trial
notebooks.

3. Maintained office records, including filing, faxing, and answering phones,
to ensure smooth daily operations.

4. Updated legal publications and maintained current knowledge of
relevant laws and regulations.

5. Attended court hearings and trials, providing on-site support to attorneys
and clients.

6. Analyzed case data to identify trends and suggest effective solutions for
case management.

€3 EDUCATION
Bachelor of Arts in Paralegal Studies & Apr/ 2016-Apr / 2018

University of California X Denver, CO

Comprehensive education in legal concepts, research, and writing,
preparing graduates for successful careers as paralegals.
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