Carole Rubin

Senior Paralegal

Twelve (12) years experience in litigation in various courts. Excellent problem solving skills. Management skills and training.

B4 carole@carolerubin.com

Q Marietta, GA, United States

WORK EXPERIENCE

Paralegal

Hawkins Parnell & Young, LLP
10/2016 - Present

Achievements/Tasks

- Responsible for complex litigation cases in proceedings from
inception to completion.

Atlanta, GA

- Manage training and development for new hires for in-house
software and procedures.

- Perform legal and factual research.
- Oversight of team and deadlines.

Paralegal
Weissman, LLC
05/2012 - 09/2016
Achievements/Tasks

- Responsible for 100+ cases in proceedings from inception to
completion.

Atlanta, GA

- Manage training and development for new hires for in-house
software and procedures.

- Assist with development of custom software for case
management.

Legal Assistant

Hill, Kertscher & Wharton, LP
05/2010 - 04/2012

Achievements/Tasks

- Assist with document management for litigation cases.

Atlanta, GA

- Analysis of case documents to provide relevance to case.
- Correspond with clients, vendors, suppliers and witnesses.
- Manage and maintain office supplies.

Paralegal

Pierce, Herns, Sloan & McLeod, LLC
05/2007 - 04/2010

Achievements/Tasks

- Manage detailed litigation files for over thirty (30) cases & nine
(9) attorneys.

Charleston, SC

- Legal and factual research.
- Assist in accounts receivable and client reporting.

[ 843-475-9144

in linkedin.com/in/carole-rubin-29330a22

SKILLS
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VOLUNTEER EXPERIENCE

Youth Education
National Multiple Sclerosis Society
1998 - 2010

Tasks/Achievements
- Assist in development of youth education.

Customer Service
Southern Shorts Awards
2015 - Present

Tasks/Achievements

- Manage customer and guest relations for a growing film
group, including light marketing.

EDUCATION

B.S. Business Administration
College of Charleston

08/2001 - 05/2006

Courses

- Leadership

Charleston, SC

Paralegal Certificate
Trident Technical College
08/2006 - 05/2008

Courses

- Paralegal Studies

Charleston, SC
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