Illustrative example from luceria.careers: Marisol Vega-Hartley (fictional). Every person, employer, date and figure is fictional. Replace all of it with your own, and delete this note.
Marisol Vega-Hartley
Litigation Paralegal · Civil litigation and e-discovery · Six years, four at a mid-sized firm
Denver, Colorado · 555-0142 · marisol.vega-hartley@example.com
Profile
Litigation paralegal with six years' experience, the last four supporting commercial and employment litigation at a fictional 40-attorney firm. Manages the docket and case files for around 35 active matters, coordinates document review on e-discovery platforms, and drafts discovery, deposition summaries and routine motions for attorney review. Seeking a senior paralegal role with responsibility for review-team coordination and junior paralegal training.
Experience
Litigation Paralegal — Fictional Ridgeline Law Group LLP
June 2022 – present
Fictional mid-sized firm of around 40 attorneys; commercial litigation and employment defense practice groups.
1. Manage case files and the docket calendar for around 35 active civil matters for six attorneys, calculating deadlines under state and federal civil rules, with no missed court deadline in three years.
1. Coordinate document review on the firm's e-discovery platform: processed and reviewed around 180,000 documents in 2024, setting up review batches, coding panels and privilege logs for review teams of up to eight contract reviewers.
1. Draft discovery requests and responses, deposition summaries and routine motions for attorney review and signature; completed around 60 deposition summaries in the past two years.
1. Prepare exhibit lists, witness files and hearing binders for 4 trials and around 20 evidentiary hearings, including same-day exhibit corrections in court.
1. Run conflict checks on every new matter before intake and handle privileged materials under the firm's confidentiality policy, with no reported confidentiality incident.
1. Train two junior paralegals on docketing and review-platform setup, writing the one-page review-batch checklist now used by both practice groups.
Legal Assistant — Fictional Front Range Legal Aid (a fictional nonprofit)
August 2020 – June 2022
Fictional nonprofit legal aid office handling housing and family matters.
1. Prepared client intake files and court forms for around 25 new housing and family matters a month under attorney supervision, and maintained the office's hearing calendar.
1. Organized client documents and correspondence for 3 staff attorneys, scanning and indexing files into the case management system within one working day of receipt.
Education
Paralegal certificate — Fictional Community College, 2020
Bachelor of Arts, Political Science — Fictional State University, 2019
Professional development
Continuing education in e-discovery and electronic evidence, 2024
Notary public, commissioned 2023
Skills
Docketing and deadline calculation under state and federal civil rules · E-discovery: document processing, review batching, coding panels, privilege logs · Drafting discovery, deposition summaries and routine motions for attorney review · Trial and hearing preparation: exhibits, witness files, binders · Legal research databases and citation checking · Conflict checks, matter intake and confidentiality procedures

Why this example is written this way
Supervision is stated in the bullets, not hidden
Paralegals work under a licensed attorney and cannot give legal advice or sign filings, so this paralegal resume says 'for attorney review and signature' wherever drafting appears. That is not modesty; it shows the applicant understands the boundary that firms screen for, and it lets the drafting volume stand as evidence of competence without implying independent legal judgment.
Document review is given a volume, a setup and a team size
'Experienced with e-discovery' tells a paralegal manager nothing. The number of documents processed, the review structure built (batches, coding panels, privilege logs) and the size of the contract-reviewer team show the applicant has run a review, not only coded documents in one. Mid-level paralegal roles turn on this distinction.
Platforms are described by function, not brand
Firms change e-discovery and case management software, and brand names on a public example date quickly. The resume names the functions (processing, batching, privilege review, docketing) so the reader can judge the skill; on your own resume, add the product names the posting asks for in the skills line, where a parser can find them.
Confidentiality is shown as procedure, with no client or matter names
A paralegal resume that names clients or describes matters in recognizable detail is itself a confidentiality problem. This one shows the practices (conflict checks before intake, privilege logs, handling of privileged materials) and keeps every matter anonymous, which is what a litigation firm expects to see.
Bullet rewrites and the evidence behind them
Before: Assisted attorneys with discovery and drafting.
Evidence question: How many matters and attorneys, what exactly did you draft, and who reviewed it?
Evidence (fictional): Six attorneys; around 35 active matters; drafts discovery requests and responses, deposition summaries and routine motions; around 60 deposition summaries in two years; every draft reviewed and signed by the supervising attorney.
After: Draft discovery requests and responses, deposition summaries and routine motions for six attorneys across around 35 active matters, all for attorney review and signature; around 60 deposition summaries completed in the past two years.
Before: Experienced with e-discovery software.
Evidence question: What volume did you handle, what did you set up, and how many reviewers relied on it?
Evidence (fictional): Around 180,000 documents processed and reviewed in 2024; set up review batches, coding panels and privilege logs; review teams of up to eight contract reviewers.
After: Coordinated e-discovery review of around 180,000 documents in 2024, setting up review batches, coding panels and privilege logs for teams of up to eight contract reviewers.
Before: Responsible for calendaring deadlines.
Evidence question: How many matters, under which rules, and what is the record?
Evidence (fictional): Docket calendar for around 35 active matters; deadlines calculated under state and federal civil rules; no missed court deadline in three years.
After: Maintain the docket calendar for around 35 active matters, calculating deadlines under state and federal civil rules, with no missed court deadline in three years.
Full explanation, transferable skills and occupation notes: https://luceria.careers/examples/paralegal-resume-example
Edition 1.0, 2026-11-04.
