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Objective
To obtain a mid-level position in the legal profession.

Experience
Dec 2003-Present
Cooper, Spong & Davis, P.C.
Portsmouth, VA



Legal Assistant

· Assisting two attorneys in the areas of personal injury law, criminal law, civil litigation, elder law, estate planning, and estate administration.

· Scheduling hearings, trials, depositions and other proceedings in General District and Circuit Courts in many jurisdictions throughout Hampton Roads and the Commonwealth of Virginia.

· Preparing discovery documents and responses according to the Rules of the Virginia Supreme Court.

· Managing clients’ files for two attorneys.

· Entering attorneys’ time for billing purposes.

Dec 2001-June 2003
Scudder & Hedrick

Raleigh, NC

Legal Secretary

· Requesting medical records and other documents for discovery.

· Preparing Interrogatories, Requests for Production of Documents, and discovery responses.

· Scheduling hearings, mediations, and depositions.

· Delivering documents to the North Carolina Industrial Commission, courthouse, and other law offices in the Raleigh area.

· Managing clients’ files using Microsoft Word, Abacus Law, and office filing system.

· Training new secretarial employee.

· Assisting three attorneys and a paralegal with various administrative duties.

2000-2001

Best Buy


Raleigh, NC

Customer Service Representative/Cashier

· Working to insure that each customer had a pleasant shopping experience.

· Making the customers aware of other products and services that would be beneficial to their needs.

· Operating a cash register.

May 2000-Aug 2000 
Pizza Hut


Clayton, NC

May 2001-Dec 2001


Cook/Cashier

· Making sure that customers received their orders accurately and efficiently.

· Insuring that each customer had a pleasant dining experience in a clean environment.

· Operating cash register.

Education
1999-2003

Meredith College

Raleigh, NC



Bachelor of Arts, Political Studies

· Politics major with a concentration in pre-law.

· History minor.

· Concentration in paralegal studies, including Legal Research and Legal Survey courses.

· Total GPA:  2.891

Summary of

Qualifications

& Skills


· Working knowledge of legal processes as they pertain to paralegal responsibilities.

· Self-motivated, Team player, Responsible

· Strong communication, organizational, and analytical skills.

· Proficient in Microsoft Office (Word, Excel, PowerPoint, Access, and Outlook), Quickbooks, WordPerfect, and Lexis Nexis.

Salary 

Requirements


· Minimum starting salary of $26,000.00 with benefits.
References available upon request.
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