NAME

TITLE
000-000-0000 / EMAIL / CITY, STATE, ZIP

Profile Results-oriented junior lawyer seeking an opportunity to leverage a solid legal foundation, excellent
analytical skills, and passion for justice in a challenging legal environment. Provided exceptional legal
counsel. Aims to contribute to a reputable law firm’s success while continuing to grow and expand legal
expertise.

Experience Junior Associate - Law Office of Smith & Associates / Location
MONTH 2021 - Present

e Conducted thorough legal research on various cases, statutes, and regulations, providing valuable
insights to attorneys in trial preparation.

e Drafted legal documents, including pleadings, motions, and briefs, ensuring accuracy and
adherence to legal standards.

e Managed case files, organized evidence, and coordinated with external parties to facilitate efficient
litigation processes.

e Attended court hearings and trials, assisting senior associates in courtroom procedures and client
representation.

e Conducted client interviews, assisted in case analysis, and prepared summaries for attorney review.

Legal Secretary - TLD Law Firm / Chicago, lllinois
MONTH 2019 — MONTH 2021

e Managed attorney schedules, coordinated meetings, and maintained a well-organized and efficient
office environment.

e Prepared legal correspondence, including client communications, court filings, and deposition
notices, ensuring accuracy and timeliness.

e Assisted in drafting and proofreading legal documents, such as contracts, agreements, and
settlement proposals.

e Conducted legal research on relevant case law, statutes, and regulations, providing concise
summaries to support attorneys’ arguments.

e Coordinated and maintained client databases, ensuring accurate and up-to-date information for
case management.

Project Experience

e Assisted in representing indigent defendants in misdemeanor cases, conducting legal research, and
drafting motions.

e Prepared clients for court appearances, guided legal procedures, and advocated for their rights
during hearings.

e Collaborated with a team of law students and supervising attorneys to develop case strategies and
negotiate plea bargains.

Education Juris Doctor (J.D.) - University of lllinois
MONTH YEAR

Skills

Licenses &
Accreditations

GPA: LIST
AWARD
AWARD

DEPARTMENT - SCHOOL
MONTH YEAR

GPA: LIST
AWARD
AWARD

Expertise

Legal research and analysis

Written and verbal communication
Case management and organization
Client advocacy and representation
Attention to detail and accuracy

Licenses & Accreditations

Illinois Bar Association License


https://www.myjobsearch.com/legal-secretary/

