Legal secretary is some one can arrange priorities and critical tasks regarding to the attorney regulations and client demands. He-She works in harmony with lawyers and solicitors, and the lawyers’ team leader. This profession requires well awareness with Office applications and good, accurate and fast typing, formatting and presentation skills

Sample Legal secretary CV Format

Dina shallow

D-22, 40rd Street

New Jersey

New York

dina shal@gmail.com

Mobile No: +43 87336762

Telephone No: +78 998833662

Career Objective: To organize, administrate and prioritize professional missions based on attorney regulations and client demands. I want to equip my skills to handle all the legal stuff and profession features to integrate it with a reputed law company’s benefit

. Professional Experience:
Law ABC, 2002-2004: worked as an assistant legal secretary.

Law ABC, 2004 onwards: working as a legal secretary and promoted to be an assistant executive one (on training)

Legal secretary Objectives:
· To assist clients in need by ensuring flexible attorneys for case handling

· To gain knowledge about legal procedures and regulations

· To schedule appointments suit the Legal Aid attorneys

· To answer phone calls and act as connection to help clients with limited budgets

· To manage all administrative and company duties for individual attorney’s office

· To create and trace all expenses

Qualifications:
Different courses concerning Associates Degree for Paralegal law, Northern Virginia University

Achievement:
I was awarded the employee of the year at law ABC in 2008.

Hobbies:
· running

· swimming

References
“Upon request”

