Law Firm Receptionist Resume Sample

Sandra Nichols
123 Main Street, San Francisco, CA 94122

Home: 000-000-0000 | Cell: 000-000-0000

email@example.com
Professional Summary
Professional and experienced Law Firm Receptionist available to fulfill all the job requirements for a reputable firm or organization
Core Qualifications
· Years of experience in Law Firm Reception

· Understanding of legal terminology and procedures

· Capable of typing 40+ words per minute

· Excellent customer service skills both on the phone and in person

· Proficient in MS Office and other computer programs

· Great communication skills

· Ability to multitask and stay organized

· Experience in running multiple-line telephone systems
Experience
Law Firm Receptionist

1/1/2009 - Present
Littleton and Sons

Williamsburg, KY
· Attend meetings and take notes of important information

· Draft documents from oral transcriptions and recordings

· File paperwork with courts insurance companies hospitals clients etc. involved in the case

· Compile information into a case file and prepare spreadsheets for easy reference

· Work with accounting department regarding billing and payments for clients

· Greet clients in the office and direct them to appropriate location
Law Firm Receptionist

3/1/2005 - 1/1/2009
Decker Law

Fulton, KY
· Answered and directed phone calls

· Took detailed messages and return phone calls

· Scheduled and confirmed appointments with clients and other personnel

· Performed clerical work such as filing copying faxing emailing etc.

· Set up and prepared paperwork for meetings and interviews

· Performed any other duties requested

Education
High School Diploma

XXXX - XXXX
Wilkins High School

Wellington, KY
