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<INSERT Candidate’s full name>
Skills

	Skill
	REQUIRED
	Years Used
	Last Used

	Prior experience as an administrative assistant, pref. in a lead role
	Required
	2
	

	Prior experience with records management
	Required
	2
	

	Prior experience working with case, ticket or tracking systems
	Required
	2
	

	Prior experience handling confidential or sensitive material
	Required
	2
	

	Strong Microsoft office skills to include Word, Excel, Calendar, Outlook
	Required
	2
	

	Prior experience working in a role processing public records
	Highly desired
	1
	

	Prior experience as a legal administrative assistant.
	Highly desired
	2
	

	Prior call center experience.
	Highly desired
	
	

	Bachelor's Degree
	Highly desired
	
	

	Familiar w/ criminal justice documentation and court orders
	Nice to have
	
	

	Research experience
	Nice to have
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Employment History

<List candidate’s relevant employment history>
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