
Robert Smith
Paralegal Supervisor

Phone  (123) 456 78 99
Email: info@qwikresume.com

Website : www.qwikresume.com
LinkedIn: linkedin.com/qwikresume

Address: 1737 Marshville Road, Alabama

SUMMARY

A highly skilled Administrator with more than 25 years experience in office and legal settings, 
working with multiple stakeholders. Demonstrates a high standard of integrity, exemplary 
attention to detail and precise record keeping. Commended as highly resourceful, streamlining 
operations in various roles to expedite the flow of information.

SKILLS

Excellent computer  to include all Microsoft Office Suite Tools, Legal Research programs such as 
Pacer, Westlaw and LexisNexis.

WORK EXPERIENCE

Paralegal Supervisor
ABC Corporation  December 2002 – November 2003 
 Performed legal research and wrote on various issues under direction of County Attorney.
 Planned interrogatory questions, requested files, attended review of attorneys arguments.
 Conducted interviews, assessments, and evaluations in conjunction with other agencies and 

court system for child support hearings.
 Assessed effectiveness of current case plan, recommended necessary revisions and testified 

as required in court.
 Supervised 6 Case Managers and assigned daily tasks to be completed.
 Implemented case management skills and assessment techniques.
 Client intake, insurance verification, order medical records/bills/itemized subrogation.

Paralegal Supervisor
Delta Corporation  1998 – 2002 
 Personal billable hours ranged between 225 and 265 on a monthly basis, resulting in 

individual revenue of $37,500 to $45,000.
 Responsible for the successful creation and development of the firms discovery department, 

with combined billing of approximately 300-325 hours per month for an average department 
revenue of $50,000 monthly.

 Managed onboarding and training of a total of eight legal assistants, three Paralegals, two 
dictation employees, five filing clerks, and two receptionists.

 Supervised legal assistant staff and law student in task assignments and reviewed all 
outgoing internal and external documents.

 Routinely handled an average case load of 100 files.
 Coordinated with other.
 Contractor support components, including data processing support staff, in order to 

accomplish work.

EDUCATION

B.S. In Business
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