ALEX MORGAN
Legal Assistant | Case File Management | Client Support
alex.morgan@email.com | (555) 012-4567 | linkedin.com/in/alexmorgan | City, ST
PROFESSIONAL SUMMARY
Detail-oriented legal assistant experienced in document preparation, case file organization, scheduling, and professional client communication.
CORE SKILLS
- Legal document preparation, filing, calendaring, case management
- Client intake, correspondence, confidentiality, deadline tracking
- Microsoft Office, PDF editing, e-filing portals, records management
PROFESSIONAL EXPERIENCE
Legal Assistant | Carter & Dean LLP | 2021-Present
- Manage case files, discovery logs, and court deadlines for litigation team of four attorneys.
- Prepared correspondence, pleadings, exhibits, and filing packets with high accuracy.
- Improved intake checklist process, reducing missing client documentation during onboarding.
Administrative Assistant | Summit Legal Services | 2019-2021
- Scheduled consultations, maintained client records, and coordinated document signatures.
- Supported invoice preparation, mail processing, and confidential records handling.
SELECTED PROJECTS
- Built a matter status tracker used in weekly attorney meetings.
EDUCATION & CERTIFICATIONS
- A.A. Paralegal Studies, Community College
- Notary Public Commission
CUSTOMIZATION NOTES
- Replace the placeholder name, contact details, employers, dates, and metrics with your own information.
- Keep section headings simple and use measurable results for best ATS and recruiter readability.
