Victoria Hale
Litigation Paralegal, NALA Certified
St. Louis, MO · victoria.hale@example.com · (314) 555-0132
SUMMARY
Certified paralegal with six years of experience in commercial litigation and corporate legal work, supporting four attorneys on 30 to 40 active matters. Managed discovery of 400,000 documents for a two-week jury trial and built the trial exhibit system the team still uses. Organized, discreet and precise with deadlines and filings.
SKILLS
Litigation support · Discovery and e-discovery · Relativity · Legal research (Westlaw) · Drafting pleadings and discovery · Court e-filing · Docketing and calendaring · Trial preparation · Entity management · Contract management
EXPERIENCE
Litigation Paralegal, Gateway Arch Legal Group LLP	Feb 2021 – Present
St. Louis, MO
1. Support four litigation attorneys on 30 to 40 active commercial and employment matters, tracking every deadline in the firm's docketing system.
1. Managed discovery of about 400,000 documents in Relativity for a two-week jury trial, including coding, privilege logs and productions.
1. Built the exhibit and witness binder system for trial that the team now uses on every case going to trial.
1. Draft discovery requests and responses, subpoenas and routine motions for attorney review, and file in state and federal courts.
Corporate Paralegal, Mississippi River Foods, Legal Department	Jan 2019 – Jan 2021
St. Louis, MO
1. Maintained records for 28 subsidiaries, including annual reports and good standing certificates in eleven states.
1. Managed the contract database and flagged renewals to business owners 90 days in advance.
1. Prepared closing binders for two acquisitions with outside counsel.
EDUCATION
Paralegal Studies Certificate (ABA-approved)	2018
Meramec Valley College, St. Louis, MO
B.A. in Political Science	2017
Missouri Heartland University, Columbia, MO
CERTIFICATIONS
Certified Paralegal (CP), NALA, 2020
