
 

 

Daniel T. Turk 
999 Main Street, Anytown, NY 99999 

email@yahoo.com; (999) 999-9999 Home; (123) 456-7890 Cell 

OBJECTIVE:   To obtain a challenging position in a congenial office which utilizes my knowledge and background. 

EXPERIENCE:  

2001-2010 ABC Company 
 LEGAL ADMINISTRATOR ASSISTANT 

 Achieved production targets and deadlines by managing day to day work functions on time. 

 Increased internal and external customer satisfaction by answering and routing calls professionally to proper 
attorney. 

 Scheduled meetings for all lawyers in the department; escorted visitors to staff members' offices, along with 
providing hospitality service arrangements as requested by staff. 

 Ensuring timely delivery and receipt of important information while at the time maintaining confidentiality, 
composed and distributed inter-departmental memorandums (e-mail, documentary and voice).  

 Made domestic and international travel arrangements for superior management accurately. 

 Established and maintained electronic records management system for all incoming and outgoing 
correspondence while also establishing and maintained separate filing systems for each manager. 

 Produced and formatted highly successful, multiple documents, contracts, redlining documents, letters, and 
memos, organizational charts and school maps using all Microsoft software. 

 Produced and formatted PowerPoint presentations for senior executives’ meetings and conferences 
demonstrating creativity and competency around content. 

1999-2001 GHI Company 
LEGAL ADMINISTRATOR ASSISTANT 

 Managed an $850,000 budget and performed monthly reconciliations and quarterly accruals, as well as 
payment of outside legal bills.  

 Served as a key member of the company licensing team in a supporting role that serviced the entire 
company. Responsible for the gathering of documents and preparation and processing of applications to be 
filed with the Departments of Insurance. Analyzed state legal requirements for compliance with state filing 
laws.   

 Diligently answered phones, maintained calendars, scheduled appointments and meetings, and distributed 
materials for meetings for attorneys regarding government affairs, legal compliance and regulatory matters 
as well as litigation matters for all lawsuits involving the company. 

 Assisted in migrating the old filing system to a new filing system and kept files up to date for four attorneys. 

 Worked on a team with five administrative assistants and provided back-up coverage for attorneys within the 
Office of the General Counsel.  

 Opened, logged-in and distributed mail, made travel arrangements and managed expense reimbursements 
for four attorneys.  

1998-1999 XYZ Corporation 
LEGAL ADMINISTRATOR ASSISTANT 

 Assisted attorneys (partners and associates) and paralegals with legal research utilizing LEXIS, Concord, 
Pacer, state judicial branch websites, and other various internet search engines.   

 Knowledge of state statutes and Connecticut Practice Book for referencing. 

 Drafted correspondence, motions, subpoenas, deposition notices and prepared documents in response to 
written discovery requests. 

 Attention to short calendar markings. 

 Organized and maintained litigation files; excellent written and oral communication skills with clients, state 
marshals, federal and state courts. 

 Recorded and maintained calendars and contacts and other activities relevant to information in the Firm’s 
contact management database system (Inter Action). 

 Served as back-up receptionist, whenever needed, including knowledge of the Rendezvous system used for 
scheduling conference rooms and visitor offices for meetings, depositions, and interoffice department 
meetings. 

 Managed administrative aspects of client/matter intake including conflict of interest check; prepared new 
client/matter memoranda and engagement letters.  

 Answered, screened and forwarded telephone calls, and assisted and provided information as appropriate. 

 Scheduled and coordinated conference calls, meetings, travel, and appointments. 

 Familiar with client billing. 

EDUCATION: New York University, New York, NY 
 AA Degree, Paralegal Studies, 1995, GPA 4.0 

SKILLS: Microsoft Word 2003, WordPerfect 12 & 8.0, EXCEL, Power Point , HotDocs, WestLaw, Lexus, Outlook,  iManage, 
QuickBooks, Quicken, Prolaw, Legal Solutions, Summation, TurboTax, CJIC, ICS, and more.  Dictaphone, 
transcription, maintain office machines. Comprehends new software easily. 
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