Candidate #L-1824

Legal Secretary & Litigation Support - 6 years experience Candidate ID: L-1824

Category: Legal Experience: 6 yrs Location: Manila, PhilippineEnglish: C2 Fee: A$1,400/mo

This CV has been anonymised by Adept Staffing Solutions to protect candidate privacy.
Employer names, personal contact details, and identifying information have been removed.
To arrange a screening call, contact us at adeptstaffing.com.au.

PROFESSIONAL SUMMARY

I'm a legal secretary with six years supporting solicitors at Australian law firms

specialising in commercial and property law. | draft correspondence, prepare court
documents, manage briefs, diarise court dates, and run the billing cycle in LEAP and
PracticePanther. I'm meticulous about deadlines, | understand the consequences of missed
court dates, and | communicate clearly with barristers' clerks and court registries. I'm

also experienced in electronic discovery document review using Relativity.

SKILLS

LEAP / PracticePanther Court document preparation Diary & docketing management Legal billing & invoicing

Relativity (e-discovery)
WORK EXPERIENCE
Legal Secretary

Supported 4 solicitors in commercial litigation. Managed 150+ active matters,
prepared all court documents.

Legal Admin

Prepared contracts, managed partner diaries, and processed client billing.

CERTIFICATIONS
* Certificate lll in Business Administration (Legal)



