Your Name
Paralegal
Phone Number | Email Address | City, State


Professional Summary
[bookmark: _GoBack]Detail-oriented paralegal with 2 years of experience supporting attorneys in personal injury and employment law cases. Skilled in drafting legal documents, preparing discovery, and managing tight deadlines. Known for strong client communication and consistent file organization. Eager to contribute to a fast-moving legal team.


Work Experience
Paralegal - Martin & Blake LLP – San Diego, CA
June 20XX – Present
· Prepared legal complaints, discovery responses, and settlement agreements in personal injury cases
· Organized and maintained over 80 active client files using MyCase software
· Scheduled depositions and coordinated with medical providers for records
· Assisted in trial preparation, including exhibit binders and witness lists
· Acted as point of contact for clients, keeping them updated throughout their cases

Legal assistant / Junior paralegal - Cruz Legal Group – Chula Vista, CA
May 20XX – May 20XX
· Supported two attorneys with legal research, case tracking, and court filings
· Drafted correspondence, case summaries, and client intake reports
· Filed documents electronically in state and federal courts
· Managed attorney calendars and arranged meetings with opposing counsel


Education
Associate of Science in Paralegal Studies
Southwestern College – Chula Vista, CA
Graduated: 20XX


Certifications
· Paralegal Certificate – ABA-Approved Program, 20XX


Skills
· 
· Legal research and writing
· Case management (MyCase, Clio) 
· E-filing systems (OneLegal, state portals)
· Client communication
· Microsoft Office Suite
· Time management
· Spanish (fluent)

· Discovery preparation
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