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PROFESSIONAL SUMMARY

Detail-oriented Bankruptcy Paralegal with over 9 years of experience in supporting
attorneys in bankruptcy cases. Proficient in preparing legal documents, conducting
research, and managing case files for Chapter 7 and Chapter 13 bankruptcy filings.
Strong understanding of bankruptcy laws, court procedures, and client relations.

EXPERIENCE

2018 - Now

Bankruptcy Paralegal
Smith & Associates Law Firm / United States, San Antonio,

TX

Assist attorneys in managing a caseload of over 100 bankruptcy cases,
including Chapter 7 and Chapter 13 filings.

Prepare and file necessary legal documents, including bankruptcy petitions,
schedules, and statements of financial affairs.

Conduct thorough legal research to support case strategy and assist in
drafting motions and responses.

Communicate with clients to gather necessary information, explain
bankruptcy processes, and address concerns throughout the filing process.

2016 - 2018

Paralegal
Johnson & Co. Legal Services / United States, Austin, TX

» Provided comprehensive support to bankruptcy attorneys in drafting legal

documents and managing case files.

« Assisted in preparing for hearings by organizing exhibits, affidavits, and

other relevant materials.

+ Managed client intake processes, conducting initial interviews and

gathering financial documentation.

2015 - 2015

Legal Assistant
Miller Law Group / United States, Austin, TX

« Supported attorneys with administrative tasks, including scheduling

appointments and managing client correspondence.

« Conducted preliminary legal research and assisted in preparing basic legal

documents for bankruptcy cases.
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