
Lilijana 
Bredemeyer
Legal Administrative Assistant

lilijana.bredemeyer@gmail.com
(656) 236-3753
123 Oak Street, St. Louis, MO 63108

EDUCATION

Associate of Applied Science in 
Legal Administrative Assisting at St. 
Louis Community College, St. Louis, 
MO
Aug 2018 - May 2022

Relevant Coursework: Legal 
Terminology, Legal Transcription, Legal 
Research and Writing, Civil Litigation, 
Family Law, Criminal Law, Real Estate 
Law, Wills and Probate, Law Office 
Management, and Legal Ethics.

LINKS

linkedin.com/in/lilijanabredemeyer

SKILLS

Transcription

Notetaking

Proofreading

Microsoft Office

Legal research

Time management

Client communication

LANGUAGES

English

Dutch

HOBBIES

PROFILE

Detail-oriented Legal Administrative Assistant with 1 year of experience 
providing comprehensive support to attorneys in various legal settings. 
Adept at drafting legal documents, conducting research, and managing 
client relationships. Strong organizational and communication skills, with 
a proven ability to multitask and manage time effectively. Committed 
to maintaining confidentiality and ensuring smooth and efficient legal 
operations.

EMPLOYMENT HISTORY

Legal Administrative Assistant at Cordell & Cordell, MO
Feb 2023 - Present

• Successfully managed a caseload of over 150 family law cases, 
ensuring timely communication with clients and efficient preparation 
of legal documents.

• Streamlined the document preparation process by implementing a 
new organizational system, resulting in a 25% reduction in time spent 
on drafting and editing legal documents.

• Assisted attorneys in winning 80% of custody disputes by 
meticulously organizing evidence, scheduling witness interviews, 
and coordinating trial logistics.

• Reduced client wait times for appointments by 30% through 
the implementation of a new scheduling system and improved 
communication between attorneys and support staff.

 

Junior Legal Administrative Assistant at Brown & Crouppen, MO
Jul 2022 - Jan 2023

• Successfully managed and organized over 150 legal documents and 
case files, ensuring easy accessibility and improving overall efficiency 
of the legal team by 25%.

• Streamlined communication between attorneys and clients by 
effectively scheduling and coordinating over 200 meetings and 
appointments, resulting in a 20% increase in client satisfaction rates.

• Reduced document preparation time by 30% by implementing a new 
filing system, which allowed the firm to take on an additional 50 cases 
per year and increased annual revenue by 10%.

 

CERTIFICATES

National Association of Legal Assistants (NALA) Certified Paralegal
Feb 2022

 

Accredited Legal Professional (ALP) from NALS, the association for 
legal professionals
May 2020

 

MEMBERSHIPS

National Association of Legal Assistants (NALA)
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