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ROBERT SMITH

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

Website: www.qwikresume.com
LinkedIn:

linkedin.com/qwikresume
Address: 1737 Marshville Road,

Alabama.

Objective

Legal professional with over 30 years experience, who possesses and applies excellent written, 
verbal, and electronic communication skills in regards to contacting court personnel, attorneys 
and clients by phone, emails and letters.

Skills

ProDocs, Windows, TimeSlips, TimeMatters, Microsoft Windows, Type 85-90 WPM, Excellent 
Communication Skills Including Immaculate Spelling, Verbal, Electronic, Phone, TDD, Copiers, 
Scanners, Printers, Fax Machines.

Work Experience

Runner
ABC Corporation  May 1983 – February 1987 
 Answered telephone calls and inquiries and directed them to the appropriate assistant, helped

them myself or took a message and waited for an attorney to instruct me on how to handle.
 Devised and maintained an office supply system to efficiently deal with supply flow and 

finances.
 Organized personal and professional calendars and supplied reminders of upcoming meetings

and events to attorney and assistant.
 Scheduled out of town meetings, seminars, conferences and out of town court dates.
 Ran errands, including purchasing items necessary at the office, taking documents to the 

courthouse to be filed, taking mail to the post office to pay for postage and have it sent out.
 Watched DWI videos and took detailed notes for an attorney to go over specifics with a client 

and use it in Court.
 Stayed on top of our private investigators for updates or problems with any investigation that 

was being handled for our office.

Runner
ABC Corporation  1981 – 1983 
 Redirected shipments in route in response to customer requests.
 Loaded and unloaded pieces into boxes for shipment.
 Moved freight, stock and other materials to and from storage and production areas.
 Received, stored and shipped goods and materials.
 Picked up in-coming stock and delivered materials to designated locations.
 Unloaded cargo from truck with hand trucks and pallet jacks.
 Recorded numbers of units handled and moved using daily production sheets and work 

tickets..

Education

- 1987(Collin County Community College - McKinney - McKinney, TX)
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