CONTACT

t. (555) 234-5678
michael.anderson@email.com

Q@ San Francisco, CA

SKILLS

court administration
legal documentation
scheduling

case analysis
communication

research

LANGUAGES

o English
e Spanish

e French

EDUCATION

ASSOCIATE OF SCIENCE IN PARALEGAL
STUDIES, NEW YORK COMMUNITY
COLLEGE, 2017

ACHIEVEMENTS

Awarded 'Employee of the Year' for
exceptional performance and
dedication.

Led a project that improved filing
efficiency by 40% through process
redesign.

Recognized for exemplary service in
high-volume court settings.

MICHAEL ANDERSON

JUDICIAL ASSISTANT

PROFILE

Accomplished judicial assistant with extensive experience in court
administration and legal support services. Exceptional organizational skills
and a keen attention to detail facilitate the efficient management of court
operations. Expertise in preparing legal documents, scheduling hearings, and
liaising with various stakeholders within the judicial system. Proficient in
utilizing technology to streamline case management processes, resulting in
improved service delivery.

EXPERIENCE

JUDICIAL ASSISTANT

District Court of New York

2016 - Present

e Coordinated the scheduling of court hearings for multiple judges, optimizing
time management.

o Drafted and filed legal documents, ensuring accuracy and adherence to court
rules.

¢ Maintained comprehensive records of court proceedings and case outcomes.
¢ Facilitated communication between court officials and legal representatives.
e Conducted legal research on case law and statutes relevant to ongoing cases.

e Trained new staff on court procedures and documentation standards.

PARALEGAL

Johnson & Co. Law Firm
2014 - 2016

e Assisted attorneys in case preparation by gathering evidence and drafting
pleadings.

¢ Organized and maintained case files, ensuring timely access to information.

e Conducted client interviews and prepared summaries for attorney review.

¢ Monitored case deadlines and ensured compliance with court requirements.

o Utilized legal software for document management and research.

e Participated in trial preparation, including exhibit organization and witness
coordination.



