A legal transcription CV like all other transcription CVs should reflect ease with computers and knowledge regarding transcription software in addition to extensive or at least basic understanding of legal terminology. Good listening skills, transcribing ability and fast typing should be reflected in this CV. This CV template can be used for other transcription jobs also.

Sample Legal Transcription Resume Template

Simon Jordan,

234 Bakersville Rd,

Lancashire

PR7 2AA

Mobile Number: 44 2343 5767

Telephone Number: 012345 86958

Career Objective
With over six years of experience in the field of legal transcription and a background in law, I can grasp legal issues and transcribe them very fast. Accuracy in work, meticulous approach and quality control are my strong points together with ability to deliver quality work in tight schedules.

Educational Background
Certificate in transcription, 2003

Bachelor of Law, 2002

Work Experience
2007-Present: Legal Transcriptionist, Dunston Inc.

Responsibilities
· Transcribed various court records, pleadings, briefs, case histories

· Verified transcribed records for accuracy

· Recruited and trained new transcriptionists

· Analyzed productivity of team

· Ensured proper adherence to procedures and protocols

· Handled all queries related to transcription

2003-2006: Legal Transcriptionist, Inward Inc.

Responsibilities
· Transcribed various legal material

· Edited and proofread various transcribed material

· Assisted in training new recruits

· Verified accuracy of transcription

· Prepared transcription records and charts

Skills
· Excellent typing skills

· Good interpersonal skills

· Great grasp of legal terminology

· Bilingual in Spanish and English

· Proficient in all kinds of transcription software

Achievements
· Recruited and trained new transcriptionists

Handled documentation of various cases independently

