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S U M M A RY

Highly motivated and detail-oriented Court Reporter Intern with 2+ years of experience in providing exceptional support to
court reporters, judges, and other legal professionals. Proven track record of achieving 99% accuracy in transcript preparation
and 95% on-time delivery of transcripts.

S K I L L S

Other Skills: Transcription , Court Reporting , Communication , Time Management , Attention to Detail , 

Microsoft Office , Eclipse , CaseCAT

 (90)  (80)  (95)  (92)  (98)

 (85)  (80)  (75)

E X P E R I E N C E

Court Reporter Intern Jan 2020 - Aug 2022

ABC Court Reporting New York, NY

Provided administrative support to court reporters, judges, and other legal professionals in a fast-paced courtroom environment.

• Prepared and edited transcripts with 99% accuracy, utilizing industry-standard software such as Eclipse and CaseCAT.

• Conducted research and gathered information to support court cases, utilizing online databases and other resources.

• Coordinated logistics for court proceedings, including scheduling and arranging transportation for witnesses and court personnel.

• Developed and maintained effective relationships with court personnel, attorneys, and other stakeholders to ensure seamless
communication and collaboration.

Transcription Assistant Jun 2018 - Dec 2019

DEF Transcription Services Los Angeles, CA

Assisted in the preparation and editing of transcripts for various clients, including law firms and government agencies.

• Transcribed audio and video recordings with 95% accuracy, utilizing software such as FTW Transcriber and Express Scribe.

• Edited and proofread transcripts to ensure accuracy and quality, meeting tight deadlines and delivering high-quality work
products.

• Conducted quality control checks on transcripts to ensure adherence to industry standards and client specifications.

• Provided exceptional customer service to clients, responding to inquiries and resolving issues in a timely and professional
manner.

E D U C AT I O N

Associate of Arts Jun 2018

University of California, Los Angeles Los Angeles, CA

Paralegal Studies GPA: 3.5


