When writing a legal CV template, it is important to highlight your results and achievements in the legal field. Give examples of areas you excelled in and demonstrate your professional skills. Examples of attributes to emphasize in your curriculum vitae include communication skills, analytical thinking and ability to handle huge and complex information. Show diversity of skills and your knowledge of new policies in the market. Your resume format should reflect confidence.

Example of Legal CV Template
Griffins Baker

465 Rocky Ford Road

Powaton, VA 7492

Telephone: 892 203 3012

Mobile: 940 901 3821

Email: bakergriffins@yahoo.com 

Career Objective
Have over three years experience as a legal assistant and looking to work in a law firm to conduct research and handle office duties to ensure success of cases

Educational Qualifications 
2000: LLB in Law, University of Nottingham

1989-1996: Causbon High School

Professional Qualifications 
Summer 2001: Clerical Assistant, Pinset Masons

Responsibilities
· Office duties such as answering telephone calls, filing and handling clients. Able to handle most office equipment such as copier, fax machines and computers.

· Data recording and maintenance using Microsoft Word, Access

· Attending court with partners of the company

· Attended interviews with clients

· Providing office administration support to all the departments and departmental organizations

2002: Legal Assistant, Slaughter and May

Responsibilities
· Dealing with over 700 clients

· Legal research work. For example conducted research on anti-corruption among civil servants, bankruptcy and family law

· Aiding Attorneys work flow

· Aiding clients in ensuring contract fulfillments in business transactions

· Scheduling court appearances and appointments with clients

· Preparing legal papers and subpoenas

· Researching on factual and legal matters in a trial and indexing of information during trials

2009: Legal Assistant, Simmons and Simmons

Responsibilities
· Preparation of legal documents and proofreading

· Preparing criminal briefs

· Carrying out correspondence within the organization such as writing of memos and externally with clients

· Preparation of documents and preparation for trial

· Doing research and gathering of information for case trials

· Managing office functions such as filing, taking minutes, maintenance of office database and calendar

· Organizing travel arrangements for firm partners and other employees

· Recruiting and managing all support staff

Interest and Activities
· Play Basketball and badminton

· Speak French, German and English

Referees
Available on request

