-MILY J. MILLE

COURT REPORTER TEAM LEAD

CONTACT

@
@

emily.miller@email.com
555-123-4567
New York, NY

emilymillercourtreporter.
com

linkedin.com/in/emilymill
ercourtreporter

SUMMARY

Results-driven Court Reporter Team Lead with 8 years of experiencein
managing teams of court reporters, providing exceptional reporting
services, and ensuring 99.9% accuracy in verbatim records. Proven track
record of increasing team productivity by 25% and reducing costs by 15%
through processimprovements.

emilymillercourtreporter.com/portfolio

SKILLS

o Court Reporting
« Digital Recording

e Computer-Aided
Transcription

e Team Management

e ProcessImprovement

o Communication

e Time Management
e Leadership

EDUCATION

Diploma

Jan 2010 - Dec 2012

Court Reporting Academy
New York, NY
CourtReporting GPA: 3.5

LANGUAGES

English Native
Spanish Fluent

EXPERIENCE

Court Reporter Team Lead Jan2018 - Present
NYC Court Reporting Services New York, NY

Lead ateam of 10 court reporters, providing guidance, training, and support to
ensure high-quality reporting services.

o Managed team workflow, assigned tasks, and monitored progress to
ensure 100% compliance with deadlines and quality standards

o Conductedregular performance reviews, provided constructive feedback,
and implemented training programs to improve team performance by 20%

o Coordinated with clients, attorneys, and judges to ensure seamless
reporting services, resultingin a 95% client satisfactionrate

o Developedandimplemented processimprovements, resultingina15%
reductionincosts and a 25% increase in team productivity

e Maintained accurate and up-to-date records, ensuring 99.9% accuracy in
verbatimrecords

Senior Court Reporter
Court Reporting Services Inc.

Jan2015 - Dec 2017
Los Angeles, CA

Provided court reporting services for trials, depositions, and hearings,

ensuring 99.9% accuracy in verbatimrecords.

o Conducted courtreporting services for over 500 cases, including high-
profile trials and complex depositions

o Utilized state-of-the-art technology, including digital recording equipment
and computer-aided transcription software, to ensure high-quality
recordings

o Collaborated with attorneys, judges, and other court staff to ensure
seamless reporting services, resultingina 90% client satisfactionrate

» Maintained accurate and up-to-date records, ensuring 99.9% accuracy in
verbatimrecords

o Trained and mentored junior court reporters, resultingina 20%
improvement inteam performance



CERTIFICATES

Certified Court
Reporter (CCR)
Jan 2013

National Court Reporting
Association

Certified court reporter with
expertise indigital
recording and computer-
aided transcription

Certified Realtime
Reporter (CRR)
Jan 2015

National Court Reporting
Association

Certifiedrealtime reporter
with expertise in providing
instant transcription
services

PROJECTS

Court Reporting Services Improvement
Project Jan2020 -Jun 2020
ProjectLead

Led ateamto develop and implement processimprovements, resultingina
15% reductionin costs and a 25% increase in team productivity.

Digital recording equipment « Computer-aided transcription software

Court Reporter Training Program Jan2019 - Dec 2019
Training Lead

Developed and implemented a training program for junior court reporters,
resultingina 20% improvement in team performance.

Online learning platform e Simulation software



