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The Professionally Formatted Paralegal Resume

The “Professional Summary” Paragraph:
The professional summary section is a short yet eye-catching paragraph located at the very beginning of a resume in which you outline your qualification to a specific job or a field.  The summary of qualifications on a resume is the best way to describe your qualifications. 

· Is placed at the top.

· Is precise and concise.  No padding–it is a big turn-off for shrewd employers.

· Uses action verbs and power words.  An employer might not have time to finish an average sentence.  It is best to get to the point in short, powerful sentences or descriptions.  Begin sentences with action verbs or power words, instead of using “I.”

The “Professional Qualifications” Section:
Rather than scattering your key benefits all over the resume body, in these concise paragraphs you actually put your best competencies “on the table,” convincing potential hiring managers to further read your resume. Therefore, each key competency should be geared toward what the employer is looking for and should be easily identifiable in a subheading.  Two or three sentences should briefly showcase your skills, experience, and/or achievements in the best creative way you can. 
· Is placed just below the “Professional Summary.”
· Is also precise and concise.

· Also uses action verbs and power words.

· Should be geared toward what the employer is looking for and should be easily identifiable in a subheading.  

· Should be no more than a sentence or two; briefly describing your skills, experience, and/or achievements. 

The “Professional Experience” Section:
Titled “Professional History,” or “Professional Experience,” this section is designed to set forth the positions you have held that evidence the qualifications referred to above.  It is advisable that you refer to your title first; then followed by the name of the employer and dates worked.  Below this should be a brief description of your responsibilities and achievements at this position.  One or two sentences are all that is necessary.

The “Education” Section:
This section should follow the same general format as the rest of the resume.  A simple listing of your degree or certificate, the institution, and the year of completion is all that is necessary.

General Pointers:

· If you want to get the employers attention, you should strengthen your resume by starting with action verbs in as many sentences as possible.  Action words at the beginning of a sentence are used to drive attention and to effectively demonstrate your greatest achievements in your background, skills and qualifications.
· Use different fonts for heading and body.  Nothing fancy (e.g., Times New Roman for the body, Cambria for the Main Headings), bold or underlined for subheadings.
· Use bullets and/or indentation to give a short but eye-catching list of specifics.
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Examples of Action Words:

Accomplished, Achieved, Improved, Affected, Constructed, Delivered, Changed, Adapted, Adjusted, Advanced, Coached, Assigned, Awarded, Contacted, Exceeded, Executed, Completed, Decreased, Increased, Reduced, Enhanced, Enlarged, Established, Influenced, Initiated, Innovated, Inspired, Proved, Reached, Succeeded, Motivated, Originated.
Drafting a Cover Letter as a New Paralegal:
The cover letter is your initial contact with the prospective employer.  The purpose of the cover letter is to convince the employer to read your resume and invite you for an interview.  Therefore, like the resume it has to be error-proof and neat.  It must be well-written since employers are seeking paralegals with excellent writing skills.

The cover letter includes the following information: your name, address, and the date, name and title of the person to whom you are writing, the company or organization and the relevant salutation.  Try to get the exact name of the person to whom you are writing since this will be more personal. 

The first paragraph of the cover letter explains why you are writing and indicate how you found out about the available position.  For example, “I am writing to apply for the position of paralegal as advertised in the June 20, 2010 issue of The Seattle Times,” or “We met last month at the paralegal job fair and I am following up on my interest in obtaining a paralegal position with your law firm.”

The next few paragraphs are where you will highlight and discuss your qualifications, achievements, and experience.  Summarize your experience rather than merely repeat word-for-word what is already stated in the resume.  Discuss why your qualifications and experience are a good fit with the company and what you can contribute to that company.  This is your opportunity to answer the questions: “What do you have to offer the law firm?”  And, “Why should the law firm hire you?”

The final paragraph closes the letter by thanking the employer’s representative for his or her consideration of your application, and notifying the employer where they can contact you for an interview.  Also indicate that your resume is enclosed and that references and writing samples are available upon request. 

Will B. Paralegal

206-987-6543 • willbparalegal@gmail.com
PARALEGAL

Professional Summary

Paralegal with excellent office management and client relation skills. Detail-oriented with outstanding research, investigative, and reporting skills. Demonstrated ability to handle a high volume of client contact, organize and track case activity, and work diligently under pressure to meet strict deadlines. Can work both independently and as part of a highly effective legal team. Committed to upholding the ethical standards of the legal profession, including the maintenance of client confidentiality and attorney work-product.
Professional Qualifications

· Legal Research and Writing: Successfully trained in accessing and utilizing law library resources, including primary and secondary legal resources and attorney practice guides. Developed the critical skills necessary to effectively communicate the results of legal research, including drafting correspondence and preparing complex legal memoranda. 
· Civil Litigation: Experienced in creating complex documents, including motions, discovery requests, and all relevant pleadings. Knowledgeable in state and federal civil rules and procedures for actions in state and appellate courts from commencement to final resolution.
· Communication Skills: Demonstrated outstanding written and verbal communication skills. Ability to maintain direct contact with clients, court personnel, attorneys and other legal professionals. 
· Computer Skills: Highly proficient in using personal computers, including electronic mail, record keeping, word processing and spreadsheets. Completed Certification training in Westlaw legal research services, with additional experience with LexisNexis.
Professional History

Legal Assistant, Internship, January 2011 - March 2011







Smith, Wilson and Jones, LLC, Seattle, WA




          
Interned at a medium-sized law firm specializing in personal injury litigation. Responsibilities included client communications, legal research and writing, the drafting of litigation documents, including pleadings and discovery requests, and entering case information into the law firm’s database.  
Assistant Manager, February 2007 - May 2010








The Spirit Shop, Bellevue, WA





                        
Supervised all aspects of customer service, display merchandising, and employee training for an extremely busy retail store. Effectively managed the administration of financial transactions, and prepared daily sales reports and bank deposits on behalf of the company.  

Household Manager, February 1998 - February 2007







Paralegal Family, Bellevue, WA


                                                        
Accountable for the control and distribution of an annual budget. Established schedules, met deadlines, and simultaneously coordinated multiple tasks. Trained, instructed, and directed three junior associates, whose development was under my jurisdiction, in a wide variety of skills (from bicycle riding to writing term papers to managing a paper route). 
Education

Advanced Paralegal Certificate, 2011




Edmonds Community College, Lynnwood, WA
Approved by the American Bar Association

Bachelor of Arts, English, 1996
University of Portland, Portland, OR

SAMPLE JOB LISTINGS FROM CRAIGSLIST

Litigation Paralegal (Olympia)



Date: 2011-03-11, 5:32PM PST
Reply to: job-qn8vd-2260690793@craigslist.org [Errors when replying to ads?]


	• Must be an experienced paralegal in all aspects of a busy litigation practice with a minimum of 5 years as a litigation paralegal; 
• Required skills include experience with Word Perfect, Microsoft Office, Excel, some form of Case Management System and hopefully Power Point; 
• Experience in creating complex documents, including all relevant pleadings and discovery documents; 
• Ability to maintain direct contact with clients, court personnel, attorneys and other legal professionals; 
• Organization, independence in a team environment and work ethic; 
• Preference will be given to litigation paralegals with experience in ordering, organizing, and summarizing medical and trial records. 
• We offer competitive salary and benefits based upon qualifications. 
	

	
	


FAMILY LAW PARALEGAL (Seattle)



Date: 2011-03-10, 3:36PM PST
Reply to: aleonard@mckinleyirvin.com [Errors when replying to ads?]


McKinley Irvin, www.mckinleyirvin.com, is an established and growing family law firm with its main office in Seattle, WA and a branch office in Tacoma, WA. We are looking for a high-energy and experienced Paralegal who wants to be a part of a fast-paced, growing, and progressive firm. 

Ideal legal professional will have 3+ years’ experience in complex family law or fast-paced litigation cases. Excellent verbal and written communication skills. Expert with document and case management, Word, Outlook and Excel. Candidate must be knowledgeable with State and Federal Court rules and procedures. You must be able to work independently as well as in a team environment with others and work diligently under pressure and deadlines. This position is a timekeeping position so you will be required to track and bill your time. 

MCKINLEY IRVIN OFFERS; 
• Energetic, innovative, dynamic environment 
• A collegial and respectful team 
• State of the art technology, resources, and support 
• Competitive salary 
• Medical and dental benefit plan 
• 401k plan with matching contributions 
• Transit Subsidies 

Please e-mail a cover letter, resume, and salary requirements to aleonard@mckinleyirvin.com for consideration. Please review our web-site to learn more about our firm: www.mckinleyirvin.com 


PI Paralegal (Seattle)



Date: 2011-03-09, 3:55PM PST
Reply to: job-bkr9b-2256794255@craigslist.org [Errors when replying to ads?]


Graham Lundberg & Peschel, a 13 attorney, 31 year old, plaintiff’s personal injury law firm seeks an experienced paralegal to join its growing practice. Qualified candidates will have a minimum of 3 years plaintiff’s PI experience. Paralegal certificate highly desired, as well as strong computer skills. Litigation experience necessary, as well as strong writing and social skills. 

Duties include: high volume of client contact; organizing and tracking case activity; drafting letters; drafting pleadings and discovery, and calendaring in firm computer program. 

This position supports an attorney with a significant case load involving a wide variety of personal injury cases. Successful candidates will have strong organizational skills and the ability to multitask. 

Salary DOE 

No phone calls please. 


Estate/Probate Paralegal (Olympia)



Date: 2011-03-07, 3:59PM PST
Reply to: job-u9gsn-2252927200@craigslist.org [Errors when replying to ads?]


General Scope:

Responsible for assisting Probate/Estate Partner with all client services. Substantial involvement with clients. 
Responsibilities: 
Estate planning and probate paralegal – estimated average 20 hours per week

      Prepare and forward estate planning questionnaires to clients 
      Prepare personalized estate planning documents from general instructions 
      Prepare probate pleadings with little supervision 
      Prepare inventories and valuations 

Assistant to estate planning and probate attorney – estimated average 20 hours per week

      Respond to clients’ calls, queries and requests 
      Greet & accommodate clients - coffee/water; escort to conference rooms 
      Open files/clear conflicts /close files 
      Prepare signature originals of estate planning documents 
      As necessary, coordinate signing appointments at remote locations 
      Witness and notarize document signings 
      Prepare and distribute originals and PDFs of all documents 
      Maintain paper client files 
      Maintain SNAPoffice database 
      Transcribe daily timekeeping into SNAPoffice system 
Knowledge, Skills & Abilities: 

      Strong sense of personal and professional responsibility 
      Professional, helpful demeanor with strong client service orientation 
      Substantial knowledge of estate planning and probate matters and practices 
      Excellent verbal and written communication skills 
   
Proficiency with personal computers including electronic mail, record keeping, word 
         processing and spreadsheets 
      Detail-oriented with strong ability to organize, prioritize and multi-task 
      Minimum 75 words per minute typing speed 
Education & Experience: 

      Undergraduate liberal arts degree preferred 
      At least one year of probate experience 
      2-3 years’ experience in a law firm 

Qualified candidates only, please respond with detailed resume or CV for application. 

Applicants will undergo thorough background, criminal, behavior and reference evaluations. 
Legal Assistant (Downtown Seattle)



Date: 2011-03-10, 4:43PM PST
Reply to: job-edsyj-2258772296@craigslist.org [Errors when replying to ads?]


Mid-sized IP Boutique is seeking an experienced intellectual property legal assistant. This position will support attorneys working on domestic and foreign/international patent prosecution, trademark and litigation matters. Must be able to handle multiple tasks effectively, work well under pressure work independently and effectively communicate with clients and attorneys. 
Requirements: Experience filing patent and trademark applications and related prosecution documents with the USPTO, state and federal courts. Demonstrated experience showing a high degree of attention to detail, strong organizational skills and experience writing and editing legal correspondence. BA degree and at least 5 years of relevant experience required. 


