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ProEle
Tenacious Government Paralegal supporting attorneys, barristers, and solicitors in 

handling cases and prepping for hearings, trials, and meetings relating to white-collar 

corruption. Exemplary organization and time management skills to perform administrative 

and clerical tasks as well as legal research. Received certiSed Paralegal 2tatus last year.

mpyloHpent cistorH
Paralegal, California State Department of Health, Orange County
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Reduced administrative expenses by 0%C after implementing a scheduling system for 

accessing the Sling database of previous court cases which stopped the waiting time for 

legal administrators to access information all at the same time

p PD,zaD, C,laC csDD,nzsgS,gc,o abvSaeidn agS sdw,D SscB@,gdadisg bsD CaxJ,Dn 

agS addsDg,Jn

p R,nzsgnihC, bsD sDlagi6iglo cCannibJigl agS @aigdaigigl aCC SscB@,gdadisg eia a 

SilidaCCJ csS,S vCigl nJnd,@

p ’,,d xidw cCi,gdno CaxJ,Dno addsDg,Jno agS sdw,D C,laC ndaZ,wsCS,Dn D,lBCaDCJ 

ds SincBnn Bzcs@igl dDaiCno Cidiladisg acdieidi,n agS dw, D,nBCdn sb D,n,aDcw 

csgSBcd,S

p uiC, zC,aSigln agS zD,dDiaC SscB@,gdadisg xidw csBDd aS@igindDadsDn

p Annind addsDg,Jn ig zD,zaDigl bsD dDiaCn hJ xDidigl nB@@aDi,n sb C,laC aDlB@,gdno 

aCns igcCBSigl sz,gigl agS cCsnigl can, aDlB@,gdn

Paralegal, NQF Banking Services, Honeydew
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5reated an array of templates for correspondence, drafts, contracts, and agreements used 

daily by the law practice, deducing documentation drafting by over  %CD

p PD,zaD, xiCCno hDi,bno csgdDacdno n,ddC,@,gd alD,,@,gdno agS S,zsnidisg gsdic,n

p 9sgSBcd D,n,aDcw ds ige,ndilad, bacdn agS can, Caxn ds vgS ,Ma@zC,n sb 

windsDicaC zD,c,S,gdn agS annind CaxJ,Dn agS addsDg,Jn ig zD,zaDigl bsD can,nN

p (,aDcw zBhCic D,csDSn bsD igbsD@adisg ahsBd cBDD,gd can,n

p ViD,cd agS cssDSigad, C,laC sbvc, acdieidi,no ncw,SBCigl S,Cie,Di,n sb nBhzs,gan 

agS sDlagi6igl D,c,ieaC sb D,csDS vC,n

p Gadw,D agS agaCJ6, csBDd S,cinisgno ndadBd,no C,laC aDdicC,no csS,no agS gsdic,n 

sb g,x Caxn aSszd,S hJ dw, lse,Dg@,gd

Paralegal, Mcinsey Law Specialists, Randallstown
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7rafted six dispositions on short notice within the space of +0 hours

p ’agal, can,CsaSn hJ Z,,zigl dw, Cax CihDaDJ Bz ds Sad, agS @sgidsDigl C,laC 

D,zsDd esCB@,n cs@igl ig

p VDabdigl csDD,nzsgS,gc, bsD Cidiladisg D,laDSigl csgdDacdno @sDdlal,n agS 

cs@zagJ D,lindDadisgn

p Annind CaxJ,Dn SBDigl dDiaCn hJ baciCidadigl ,Mwihidno daZigl @,@sno agS D,ei,xigl 

dDiaC dDagncDizdn

p uiC, azz,aCno hDi,bno ,Mwihidno hDi,bno agS D,Cad,S SscB@,gdadisg xidw szzsnigl 

csBgn,C agS csBDd aS@igindDadisg

p 9aCC cCi,gdno xidg,nn,no CaxJ,Dno agS sBdniS, e,gSsDn ds ncw,SBC, igd,Dei,xno 

@,,diglno agS S,zsnidisgn

mdubation
Bachelor in Paralegal Sciences, Eastern Kentucky University, Richmond
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Paralegal Associate Degree, Rasmussen College, Online
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Professional Paralegal Exam (PPE), merican Association of Paralegal 

Education (AAPE), Online
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9sBDn, Iszicnj AS@igindDadie, Laxo Edwicno R,n,aDcwo VinzBd, R,nsCBdisg agS 

’,Siadisgo Lidiladisg zDacdic,o Lidiladisg zDsc,SBD,

Diploma in Legal Contract Drafting, Florida State University, Miami Beach
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9BDDicBCB@ (BhG,cdnj R,aC ,ndad, Caxo ’,SicaC Caxo ua@iCJ Caxo IsDdno Ybvc, 

zDsc,SBD,no PaDdg,Dnwizno agS csDzsDadisgn

�ourses
Professional Legal Secretary (PLS), Pepperdine Caruso School of Law, 

Online
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