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	PERSONAL STATEMENT

	

	Enthusiastic and detail-oriented professional with 6+ years of experience assisting lawyers by evaluating facts and preparing legal documents, specialising in intellectual property law. Track record of driving continuous process improvement initiatives and reducing case management time through automation. Adept at conducting research, interviewing plaintiffs, and discovering evidence to support legal proceedings. Robust communicator with the ability to foster and maintain trusted relationships with clients, team, and seniors. 

	

	WORK EXPERIENCE

	

	Legal Assistant
ALIANT
January 20XX–Present, Portsmouth
· Maintain confidentiality of attorneys' personal, employee, client, and company information
· Submit petitions, cross-motions, complaints, answers, discovery demands and responses, subpoenas, and correspondence associated with 3rd party liability
· Lead successful depositions by identifying and leveraging inconsistencies
· Supported the settlement of two backlogged cases by conducting in-depth research on witnesses/plaintiffs, helping the firm generate £480K in revenue

	

	Legal Assistant
HAYS
February 20XX–December 20XX, Portsmouth
· Saved associates' time and increased billable hours to 70% by organising records of 60+ clients using Excel, Adobe, and TrialWorks
· Appraised by senior management for driving a 15% reduction in missed appointments through the implementation of effective scheduling strategies
· Established open communication between clients and associates by crafting follow-up emails and newsletters

	

	EDUCATION

	

	Specialist Paralegal Qualification in Criminal Law (England & Wales)
Central Law Training Cardiff 
January 20XX–June 20XX, Cardiff

	

	LLB Law with Human Rights (Upper Second-Class Honours)
King’s College London, University of London
November 20XX–December 20XX, London

	

	KEY SKILLS

	

	· TrialWorks, LexisNexis
· Legal research & analysis
	· Standards compliance
· Logical thinking
	· Case management
· Document drafting
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