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SUMMARY

Enthusiastic legal assistant skilled in immigration law, personal injury and subrogation law, with more than 10 years in legal administrative assistance.
Reliable Legal assistant successful at maintaining complex docket systems, tracking deadlines and coordinating immigration appearances. Bilingual immigration assistant who efficiently manages time, projects and budgets. Highly organized and detail-oriented.

HIGHLIGHTS

	· Order and request filing

· Multi-line switchboard

· Case management

· Office management

· Legal research

· Business accounting

· Highly organized
	· Fluent in Spanish

· Appointment setting

· MS Office proficient

· Drafting legal documents

· Exceptional communication skills

· Immigration case research

· Requesting on line USCIS updates for clients






ACCOMPLISHMENTS

Served as sole assistant to the attorney in all phases of construction of immigration defense cases. Developed a billing system for all clients that was implemented company-wide. Work as the sole immigration assistant with a case load of hundreds of immigration clients.

EXPERIENCE

LAW OFFICE OF ALEX C. BRAVO 660 J STREET, SUITE 200Sacramento , CaliforniaLegal Immigration Assistant01/2007 to Current
Mailed and arranged for delivery of legal correspondence to clients, witnesses and court officials.Photocopied all correspondence, documents and other printed materials.Maintained the master calendar for client appointments and court appearances.Created and tracked all expenses and client account codes using Quickbooks.Processed and distributed invoices to bill clients.Composed and revised legal documents, including letters, depositions and court documents. Organized and prioritized the case loads of the attorneys.

Maintained office supplies by checking stocks and placing orders.

PROFESSIONAL DEVELOPMENT

VOLUNTEERHermandad Mexicana Non Profit Organization , Sacramento, California , USA
Participated in a Naturalize Citizenship seminar. Assisted the community in answering questions and concerns about the USCIS naturalizing process in becoming US citizens.

