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<INSERT Candidate’s full name>
Skills

	Skill
	REQUIRED
	Years Used
	Last Used

	High School Diploma
	Required
	
	

	Legal assistant or paralegal experience
	Required
	2
	

	Proficiency with Microsoft Office Suite
	Required
	2
	

	Able to work independently with excellent attention to detail.
	Required
	
	

	Ability to establish effective and cooperative working relationships.
	Required
	
	

	Prior experience with Microsoft Excel.
	Highly desired
	
	

	Paralegal certification or coursework
	Highly desired
	
	

	Prior working experience in a State or Federal Government Agency.
	Highly desired
	
	

	Prior experience as an executive or lead administrative or legal assistant.
	Highly desired
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Employment History

<List candidate’s relevant employment history>
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