Paralegal Student
001 Main Street Dayton, Ohio 45404 ~ 937-123-4569 ~ paralegalsinclair@aol.com
Profile
New paralegal graduate with internship experience seeking a full time position in a litigation law firm. Notary Public.
Legal Skills

Writing: Highly proficient at creating and editing correspondence, pleadings, briefs, and memos with an emphasis on proofreading; ALWD; Notary Public, Montgomery County, Ohio
Research: Extensive experience with factual and legal research utilizing federal, state, and local websites, LEXIS, Casemaker, LAWriter, Google Scholar, and FastCase 
Technology: Significant knowledge and capability in Microsoft Office, Best Case Bankruptcy, Timeslips, AMICUS, PerfectForm, LEXIS
Education
Sinclair Community College, Dayton, OH 




          December 2013
Associate of Applied Science; Paralegal (ABA Approved)- GPA 3.85
Experience

Big Lawyer and Small Lawyer, L.P.A.,, Dayton, OH - PARALEGAL INTERN          Fall 2013

· Researched and analyzed materials using Casemaker and LexisNexis to support 
motions and briefs
· Drafted and edited legal correspondence, pleadings, wills, and estate documents 
· Filed pleadings with the Court ECF and PRO systems
· Prepared and served subpoenas to witnesses for testimony
· Notarized court pleadings for custody and guardianship

City of Dayton, Dayton, OH – OFFICE ASSISTANT 

                             2012- 2012
· Assisted citizens to accurately complete essential and official forms
· Coordinated and scheduled appointments in Outlook for 3 managers 
· Facilitated client communications by answering basic questions and referral to appropriate staff  
· Maintained and updated files in Microsoft Excel
College Activities
Sinclair Community College


   



                  
· Paralegal Student Association: Member, Past Officer 


     2011- 2013
· Student Tutor in Research & Writing, Litigation, Paralegal Principles
     2011- 2013
· Volunteer, DBA Volunteer Lawyers Project: Wills for Heroes, 

      2012-2013
Pro-se Juvenile Court Clinic
Memberships
Ohio State Bar Association






             2011- present

Dayton Bar Association







 2011- present
