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SUMMARY

Experienced Senior Level Court Clerk with over 8 years of expertise in managing court operations, document preparation, and case 

management. Proven track record of improving efficiency by implementing technology solutions and enhancing team productivity.

EXPERIENCE

Senior Court Clerk Jan 2022 - Present

Travis County District Court, Austin, TX

• Streamlined case processing by 30% through the implementation of a new electronic filing system, reducing case backlog 
significantly.

• Trained and supervised a team of 5 clerks, resulting in a 20% increase in productivity and improved service delivery.

• Managed over 1,000 cases annually, ensuring compliance with legal standards and timely documentation.

Court Clerk Jun 2018 - Dec 2021

Williamson County Justice of the Peace, Georgetown, TX

• Enhanced the accuracy of court records by implementing a quality control process that reduced errors by 15%.

• Coordinated over 200 hearings monthly, effectively managing schedules and optimizing court resources.

• Utilized case management software (Odyssey) to track cases and generate reports, improving data accessibility.

Deputy Court Clerk Mar 2015 - May 2018

Hays County District Court, San Marcos, TX

• Assisted in the transition to digital record-keeping, which decreased physical storage requirements by 50%.

• Provided exceptional customer service to court patrons, resulting in a 95% satisfaction rating in feedback surveys.

• Prepared legal documents and maintained the integrity of court records with 100% compliance.

EDUCATION

Bachelor of Science in Criminal Justice May 2018

University of Texas at Austin, Austin, TX • GPA: 3.7

SKILLS

Technical Skills: Case Management Systems, Legal Document Preparation, Data Analysis, Conflict Resolution

Tools & Frameworks: Odyssey, eFiling Systems, Microsoft Office Suite


