Avery Morgan
Legal Operations Assistant | avery.morgan@email.com | 555-014-2098 | linkedin.com/in/averymorgan
PROFESSIONAL SUMMARY
Legal support professional with precise document control, deadline tracking, case file organization, and client communication habits.
CORE STRENGTHS
Stakeholder communication | Process improvement | Reporting | Documentation | Cross-functional coordination | Practical problem solving
EXPERIENCE
Legal Operations Assistant - Meridian & Co. | 2022-Present
- Maintained case calendars, filing checklists, and client records with consistent naming and version-control standards.
- Prepared discovery packets, correspondence, and matter updates for attorney review under tight filing deadlines.
- Improved intake routing by separating urgent requests, missing documents, and routine status questions.
Operations Associate - Northline Group | 2019-2022
- Supported team planning, client updates, documentation cleanup, and recurring performance reports.
- Coordinated schedules, meeting notes, and follow-up actions for managers and external partners.
EDUCATION
Bachelor of Arts in Business Administration - State University
TOOLS
Microsoft Office | Google Workspace | CRM systems | Project trackers | Reporting dashboards
