Amina Patd

amina.patel @example.com ¢ (555) 123-4567 + San Francisco, CA < linkedin.com/in/famina-patel

SUMMARY

Detail-oriented and proactive Mid Level Legal Secretary with over 5 years of experience in managing legal documentation and
supporting attorneys in high-pressure environments. Proven track record of improving office efficiency and client satisfaction
through effective communication and organizational skills.

EXPERIENCE

Legal Secretary Jan 2022 - Present
Smith & Johnson LLP, San Francisco, CA

» Improved document turnaround time by 30% through the implementation of an electronic filing system.
» Assisted in preparation of over 100 legal documents per month, ensuring 100% compliance with court deadlines and

regulations.
» Coordinated schedules and managed communications for ateam of 5 attorneys, enhancing team workflow and client
interaction.
L egal Assistant Jun 2018 - Dec 2021

Brown & Partners, San Francisco, CA
« Streamlined client intake processes, reducing onboarding time by 20% and enhancing client experience.
» Maintained case management software (Clio) and trained new staff, contributing to amore efficient operational environment.
« Drafted and filed pleadings and discovery documents, resulting in a 15% increase in successful case outcomes.

Office Coordinator Jan 2017 - May 2018
Legal Aid Society, San Francisco, CA

» Managed office communications and schedules, improving response times to clients by 25%.
» Implemented atracking system for legal documents that decreased retrieval times by 40%.
» Assisted in organizing community outreach programs, increasing client engagement by 50%.

EDUCATION

Bachelor of Sciencein Legal Studies May 2018
University of California, Berkeley, Berkeley, CA « GPA: 3.7

SKILLS

Technical Skills: Legal Research, Document Management, Client Relations, Time Management
Tools & Frameworks: Clio, LexisNexis, Microsoft Office Suite, Adobe Acrobat



