LOIS LOPEZ
Yakima, WA 98908  
98908, Yakima, WA  Home: (555) 555-5555 - Cell: (555) 555-5555 - example@example.com 
PROFESSIONAL SUMMARY
Paralegal with more than six years in corporate law providing high-quality documents, briefs, and motions essential to winning cases.
SUMMARY OF QUALIFICATIONS'
· Superior organization and precision skills; able to prioritize work and meet deadlines under pressure.
· Multitasker professional, able to handle multiple job tasks and duties at once.
· Proven experience with Slack and responding quickly in virtual chat environments.
SKILLS
	· Exceptional writer
· Corporate law
· Proficient in MS Office
· Criminal laws
	· Teamwork
· Research
· Document filing
· Administrative support


WORK HISTORY
	03/2019 to Current
	Paralegal 
Breskin, Johnson & Townsend PLLC – Yakima, WA 
· Draft responses for exceptions on foreclosure procedural errors.
· Prepare over 20 legal briefs, motions, and pleadings each month.
· Assist counsel in preparing answers, providing documentation and information for a discovery request.



	04/2016 to 03/2019
	Paralegal Assistant 
Symetra – Selah, WA 
· Coordinated trial exhibits by organizing materials, writing documentation, and preparing digital materials and displays.
· Drafted responses for exceptions on foreclosure procedural errors.
· Aided two legal crews by researching records and documents for case details.



	04/2015 to 04/2016
	Paralegal Student Assistant (Trainee) 
National Labor Relations Board (NLRB) – Gleed, WA 
· Performed administrative tasks, including revising and finalizing letters, briefs, and memos.
· Handled electronic court filings and coordinated court activities.
· Assisted up to six lawyers at a time.


EDUCATION
	
	Bachelor of Science: Paralegal Studies 
University of Washington - Seattle, WA



