CONTACT

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

Q@ San Francisco, CA

SKILLS

corporate law
compliance

document management
contract review

legal research

due diligence

LANGUAGES

o English
e Spanish

e French

EDUCATION

BACHELOR OF BUSINESS

ADMINISTRATION, MAJOR IN LEGAL
STUDIES, UNIVERSITY OF FLORIDA, 2018

ACHIEVEMENTS

o Played a key role in the successful
completion of a merger valued at $10

million.

Streamlined the corporate filing
process, reducing time spent by 25%.

Recognized for outstanding
performance during annual
performance reviews.

MICHAEL ANDERSON

CORPORATE LEGAL ASSISTANT

PROFILE

Detail-oriented legal assistant specializing in corporate law with extensive
experience in document management and compliance. Demonstrates a
profound understanding of corporate governance and regulatory
requirements, ensuring that all documentation adheres to legal standards.
Recognized for exceptional analytical skills and the ability to synthesize
complex legal information into actionable insights. Proven ability to
collaborate effectively with legal teams and clients, facilitating seamless
operations and communication.

EXPERIENCE

CORPORATE LEGAL ASSISTANT

Harrison & Co. Law Firm

20176 - Present

¢ Assisted in the formation and maintenance of corporate entities, including
LLCs and corporations.

e Drafted and reviewed contracts, agreements, and corporate resolutions.

e Monitored compliance with federal and state regulations.

e Organized and maintained corporate records, ensuring accuracy and
accessibility.

e Coordinated meetings and prepared minutes for board meetings.

e Conducted due diligence for mergers and acquisitions.

LEGAL CLERK

Global Enterprises Ltd.

2014 - 2016

e Supported the legal team with research on corporate law issues.

e Assisted in the preparation of legal documents for regulatory submissions.

¢ Managed filing systems for corporate documents and legal correspondence.
e Engaged in the review of compliance materials for accuracy.

e Collaborated with external counsel on various legal matters.

¢ Provided administrative support for the legal department's projects.



