
Emily J. Smith

Probationary Court Reporter

emily.smith@email.com 555-555-5555

Chicago, IL www.emilyjsmith.com

www.linkedin.com/in/emilyjsmith www.emilyjsmith/portfolio

SUMMARY Highly skilled and experienced Probationary Court Reporter with a strong background in

court reporting, transcription, and case management. Proven track record of accurately

and efficiently capturing court proceedings, with a high level of attention to detail and

excellent communication skills.

EXPERIENCE Probationary Court Reporter Jan 2020 - Present

County Court System Chicago, IL

Captured and transcribed court proceedings with high accuracy and efficiency, utilizing real-

time reporting skills and knowledge of court procedures. Managed and maintained accurate

records of court cases, including transcripts, exhibits, and other documents. Collaborated with

judges, attorneys, and other court staff to ensure seamless and efficient court operations.

• Utilized real-time reporting software to capture and transcribe court proceedings with

99% accuracy

• Managed and maintained accurate records of court cases, resulting in a 25% reduction in

case processing time

• Provided excellent customer service to court staff, attorneys, and litigants, resulting in a

95% satisfaction rating

• Collaborated with judges and attorneys to ensure accurate and efficient transcription of

court proceedings, resulting in a 30% reduction in appeals

Court Reporter Jun 2018 - Dec 2019

Private Court Reporting Firm New York, NY

Provided court reporting services for a variety of cases, including civil, criminal, and family

law. Utilized real-time reporting software to capture and transcribe court proceedings, and

managed and maintained accurate records of court cases.

• Captured and transcribed court proceedings with 98% accuracy, utilizing real-time

reporting software

• Managed and maintained accurate records of court cases, resulting in a 20% reduction in

case processing time

• Provided excellent customer service to attorneys, litigants, and other clients, resulting in a

90% satisfaction rating

• Collaborated with other court reporters and support staff to ensure efficient and effective

court operations

SKILLS • Real-time Reporting

• Transcription

• Case Management

• Communication

• Attention to Detail

• Time Management

• Court Procedures

• Legal Terminology

EDUCATION Certificate in Court Reporting Jun 2015 - Aug 2017

Court Reporting Academy Los Angeles, CA

Court Reporting GPA: 3.8/4.0
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