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 EXPERIENCE 

Legal Assistant  June 20xx – Present 
Baldwin, Goldbaum, and Schmidt, LLP, Baltimo �x ; practice formulating and analyzing arguments 

�x Inform clients about case progress 
�x Develop critical thinking skills and expand ability to envision alternate scenarios through meetings with 

attorneys to discuss specifics cases 

 

Analyst Intern June 20xx – August 20xx 
Maryland Government, Annapolis, MD  

�x Interpreted data and organized into an online database 
�x Communicated with supervisor to research and write weekly emails for fellow staff members 
�x Coordinated events and activities with c–  

Towson University Financial Services, Towson, MD  
�x Input data entries into PeopleSoft and maintained an organized filing system 
�x Determined hardware and software issues and resolved them for efficient computer use 

 
LEADERSHIP AND ORGANIZATION EXPERIENCE 
Vice President  October 20xx – May 20xx 
Progressive Democrats of Towson 

�x Assisted the 
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