Avery Morgan
Legal Operations Assistant | Seattle, WA | resume@example.com | 555-014-2098 | linkedin.com/in/avery
Summary
Legal support professional with 6 years of experience managing case files, deadline tracking, document control, intake routing, and client communication. This compact version emphasizes dense, scan-friendly evidence, standard headings, measurable outcomes, and enough detail for recruiters to understand scope without extra pages.
Core Skills
Case files | Legal calendars | Document control | Client intake | Discovery support | Documentation | Stakeholder updates | Quality checks | Clio | Word | Excel | Adobe Acrobat | SharePoint
Professional Experience
Legal Operations Assistant, Bennett Cole Legal Group | Seattle, WA | 2022-Present
· Maintained filing calendars and matter records for 70+ active cases with consistent naming standards.
· Prepared discovery packets, correspondence, and status updates under tight filing deadlines.
· Reduced attorney triage time by 18% by improving intake routing and request labels.
· Created repeatable operating notes, review templates, and follow-up routines that improved visibility for managers and cross-functional partners.
Operations Specialist, Meridian Productivity Group | 2018-2022
· Coordinated weekly priorities, status updates, stakeholder requests, and documentation for a growing team while maintaining clean ownership and due-date tracking.
· Improved recurring reporting by organizing metrics, blockers, decisions, and recommended actions into a concise leadership-ready format.
· Partnered with internal teams to reduce duplicate work, clarify handoffs, and keep high-priority deliverables moving during busy operating cycles.
Coordinator, Brightline Services | 2016-2018
· Maintained accurate records, task lists, customer or stakeholder notes, and follow-up actions for managers and cross-functional teams.
· Prepared weekly summaries covering aging tasks, open blockers, service trends, and next actions for team review.
Selected Projects
· Matter File Cleanup: Standardized folders, names, and archive rules.
· Deadline Control Checklist: Added recurring review for filings and client deliverables.
· Legal Compact Resume System: Condensed role keywords, measurable bullets, tools, projects, and education into a tight all-black format.
Education and Certifications
A.A.S. Paralegal Studies, Northern Virginia Community College | Certified ScrumMaster | Google Data Analytics Professional Certificate
Compact Format Notes
This compact sample uses all-black text, narrow margins, tight paragraph spacing, standard section labels, and dense accomplishment writing. It avoids photos, graphics, icons, rating bars, and decorative color while preserving readable hierarchy.
