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SUMMARY

Detail-oriented and proactive Mid Level Legal Assistant with over 5 years of experience in legal research, case management, and 

client communication. Proven ability to streamline processes and improve efficiency in fast-paced legal environments.

EXPERIENCE

Legal Assistant Jan 2022 - Present

Smith & Johnson Law Firm, San Francisco, CA

• Reduced document preparation time by 30% through implementation of new filing system and templates.

• Assisted in the successful resolution of over 50 cases, resulting in a 95% client satisfaction rating.

• Managed electronic discovery processes using Relativity, improving case turnaround time by 20%.

Paralegal Jun 2019 - Dec 2021

Green & Associates, Los Angeles, CA

• Conducted thorough legal research and analysis, contributing to a 40% increase in favorable verdicts.

• Drafted and filed over 200 legal documents, reducing errors and increasing compliance by 25%.

• Coordinated and scheduled client meetings, enhancing client relations and retention.

Legal Intern Jan 2018 - May 2019

Harris & Co., Los Angeles, CA

• Supported attorneys in trial preparation, contributing to a successful case outcome.

• Assisted in the development of a client feedback tool that improved service ratings by 15%.

• Maintained case files and managed discovery materials, ensuring all documents were organized and accessible.

EDUCATION

Bachelor of Science in Legal Studies May 2018

California State University, Long Beach, CA • GPA: 3.7

SKILLS

Technical Skills: Legal Research, Case Management, Contract Review, Document Drafting

Tools & Frameworks: Relativity, Westlaw, LexisNexis


