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SUMMARY

Detail-oriented and organized Court Clerk with over 5 years of experience in managing court documentation, case files, and legal 

procedures. Proficient in utilizing various case management systems to enhance operational efficiency and ensure compliance with 

legal standards.

EXPERIENCE

Court Clerk Jan 2021 - Present

Cook County Circuit Court, Chicago, IL

• Streamlined case filing processes, reducing document processing time by 20%.

• Managed over 150 case files weekly, ensuring accuracy and compliance with legal standards.

• Implemented a digital records system that improved accessibility and reduced paper usage by 40%.

Assistant Court Clerk Jun 2018 - Dec 2020

Lake County Circuit Court, Waukegan, IL

• Assisted in preparing court documents and managing dockets for over 100 cases per month.

• Trained 3 new clerical staff on case management software, enhancing team performance and efficiency.

• Coordinated communication between judges, attorneys, and court personnel, improving case flow by 15%.

Legal Intern Jan 2017 - May 2018

Smith & Associates Law Firm, Chicago, IL

• Conducted legal research and drafted memoranda supporting case strategies for attorneys.

• Assisted in the preparation and organization of case materials for court hearings.

• Facilitated client communication, ensuring timely updates and improved client satisfaction.

EDUCATION

Bachelor of Science in Legal Studies May 2018

University of Illinois at Chicago, Chicago, IL • GPA: 3.7

SKILLS

Technical Skills: Case Management Software (e.g., Odyssey), Document Management Systems, Legal Research Tools (e.g., 
Westlaw), Microsoft Office Suite

Tools & Frameworks: eFiling Systems, Court Scheduling Software, Digital Records Management


