CONTACT

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

Q@ San Francisco, CA

SKILLS

court administration
legal compliance
case management
document preparation
legal research

client communication

LANGUAGES

o English
e Spanish

e French

EDUCATION

BACHELOR OF ARTS IN LEGAL STUDIES,
EXAMPLE UNIVERSITY, 2018

ACHIEVEMENTS

 Increased efficiency of court document
processing by 20% through improved
systems.

» Received praise from judges for
excellence in case management.

o Successfully assisted in a high-profile
case that gained media attention.

MICHAEL ANDERSON

JUDICIAL ASSISTANT

PROFILE

Accomplished legal assistant with a robust background in judicial
administration and procedural law. Expertise in managing the workflow of
court cases, ensuring compliance with legal standards and timelines.
Excellent interpersonal skills facilitate effective communication with legal
professionals and clients alike. Proven track record of enhancing operational
efficiency through the implementation of innovative administrative practices.

EXPERIENCE

JUDICIAL ASSISTANT

Appellate Court of Example State

20176 - Present

e Managed case dockets and facilitated communication between judges and
attorneys.

¢ Prepared and organized court documents and legal briefs for appellate
hearings.

e Coordinated scheduling of court proceedings and maintained calendars.
e Assisted judges in legal research and case law analysis.
e Ensured compliance with court rules and procedures for all filings.

e Provided administrative support during court sessions, ensuring smooth
operations.

PARALEGAL INTERN

Example Law Office

2014 - 2016

e Supported attorneys with legal research and case preparation.

o Drafted pleadings and discovery documents for various legal proceedings.

e Maintained organized case files and assisted in document review.

¢ Interacted with clients to gather information and provide case updates.

e Participated in trial preparation, organizing evidence and witness statements.

¢ Used legal management software to track case progress and deadlines.



