Para legal secretary is secretary type profession basically associated with Products Liability and Litigation practice. He includes all features of secretarial and paralegal regulations. He can independently work with client files associated with clients and the attorney case status. He should be self-taught and well trained on Bankruptcy Software applications.

Sample para Legal Secretary CV Format Template

Mack Man

D-22, 43rd Street

Lincoln

Nebraska

mack man@gmail.com

Mobile No: +43 227788449

Telephone No: +78 009944667

Career Objective: I am a highly talented Para legal secretary, knowledgeable and experienced with confirmed tracking record of offering top assistance to company Members  or Partners concerning Litigation or Bankruptcy activities.

Professional Experience:
CCC Law, 2002-2004: worked as Para legal writer

CCC Law, 2004 and till now, working as Para legal secretary

Junior-legal Objectives:
· To have well noticed ability to work independently concerning the fields of    Litigation, including Family Law, commercial Real Estate Bankruptcy s

· To have a huge ability to invent and prepare drafts for Plaintiff and Defendant documents.

· To start communications (written and spoken), document ,have computer skills, Criminal Law experience, Commercial law experience, Adoptions law experience , family law ….etc

· To have a high sense of diligence and great ability to multi-task several sophisticated assignments with firm deadlines.

· TO be able to work under pressure

Qualifications:
2001-2002 Paralegal Certificate

1998-2001Bachelor of Science in Sociology/Social Work

Achievement:
I was awarded the employee of the year at XYZ Law in 2008.

Hobbies:
· swimming

References
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