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SKILLS

EDUCATION

BACHELOR OF ARTS IN CRIMINAL

JUSTICE, TEXAS STATE UNIVERSITY, 2016

LANGUAGE

ACHIEVEMENTS

court operations•

legal documentation•

research•

communication•

organization•

support•

English•

Spanish•

German•

Enhanced filing efficiency by 25%
through improved organizational

systems.

•

Recognized for exceptional support
during appellate cases.

•

Received commendation for outstanding

attention to detail in documentation.
•

Michael Anderson
JUD IC IA L  ASS I STANT

Dedicated judicial assistant with a strong foundation in legal principles and

court operations. Extensive experience in managing case documentation

and supporting legal proceedings. Proven ability to cultivate positive

relationships with judges, attorneys, and court personnel. Expertise in

drafting legal documents and conducting thorough legal research to assist in

case preparation. Highly organized and detail-oriented, ensuring the

accuracy and efficiency of court operations.

EXPERIENCE

JUDICIAL ASSISTANT

Appellate Court of Texas

2016 - Present

Managed appellate case files and prepared documentation for hearings.

Assisted in drafting opinions and legal memoranda for the court.

Coordinated communication between judges and legal representatives.

Conducted legal research on appellate case law and precedents.

Maintained accurate records of case progress and outcomes.

Provided administrative support during court proceedings and hearings.

LEGAL SECRETARY

Brown & Associates Law Firm

2014 - 2016

Supported attorneys by drafting legal documents and correspondence.

Organized case files and maintained filing systems.

Conducted client intake and maintained detailed records.

Monitored court deadlines and ensured timely filings.

Utilized legal software for case management and research.

Assisted in trial preparations and logistical arrangements.


