NANCY L. SMITH
P.O. Box 4042 • Burlington, VT 05406 • (802) 777-8888 • nlsmith@gmail.com
Highlights of Qualifications
LEGAL KNOWLEDGE

· Litigation Law
· Lexis and WestLaw 
· Legal analysis, research and writing 
· TimeSlips and Amicus Attorney for scheduling and time entries 
OFFICE SKILLS

· Microsoft Office Suite
· Standard office procedures and equipment operation

· Pleasant telephone manner and professional reception skills

EDUCATION 
Champlain College, Burlington, VT                                                                            May 2013
Bachelor of Science in Legal Studies     






· Worked 25 hours/week while carrying full academic course load
Women’s Rape Crisis Center, Burlington, VT                                     January 2011-May 2013

Paralegal/Advocacy Intern
· 165- hour internship

· Hotline counselor training 
· Attended legislative meeting with WRCC’s legal advocate to discuss impact of recent legislation
· Reviewed journals of sexual assault reports to become better acquainted with relevant issues
· Court observation of Family Court hearings
EMPLOYMENT HISTORY
Lynn, Thomas & Mihalich, Burlington, VT                                            January 2010-Present
Paralegal 









 

· Administrative and litigation support
Champlain College, Burlington, VT                                                                        2007- 2010
Office Assistant, Career Services 






· Administrative support to front office and career advisors

· Data entry and management for college-wide program
· Created flyers for events

VOLUNTEER/COMMUNITY EXPERIENCE

· Red Cross blood drive
· Food Bank
