
Sample Job Duty Phrases for Resumes 
 

 Researched issues pertaining to pending motion to dismiss in complex civil litigation case 

 Researched and drafted memoranda on discrete issues of law including … (piercing the corporate veil, 
1933 Act securities regulations, CERCLA, etc.) 

 Assisted in discovery including drafting deposition questions, interrogatories and requests for 
production of documents 

 Drafted settlement letters in several cases involving breach of contract 

 Drafted and edited articles of incorporation, by-laws, and articles of merger for start-up companies 

 Communicated with opposing counsel and clients in divorce and child custody cases  

 Attended federal pre-trial conferences and court proceedings 

 Attended depositions in commercial foreclosure proceedings 

 Met with a client to explain zoning laws for the development of $150 million condominium complex, 

under the supervision of a partner. 

 
 Drafted corporate resolutions and partnership agreements  

 Prepared due diligence for complex civil litigation case 

 Researched and drafted bench memoranda, orders and opinions on various issues of criminal law, such 
as … (preliminary injunctions, order to produce documents, etc.)  

 Reviewed motions, researched relevant case law, prepared summaries of legal arguments and assisted 

in preparation of court rulings 

 Prepared and filed documents in (dependency and neglect proceedings, probate case)  

 Conducted in-take interviews of prospective clients, identified legal issues, summarized and presented 
cases to attorneys 

 
 Drafted memoranda on the Sarbanes-Oxley Act and the impact of new state banking laws on client’s 

proposed bank acquisition 
 

 Reviewed mortgage agreement and researched specific probate exceptions for mortgages  
 

 Researched federal and state employment laws to assist in the development of the company's 
employment policies and employee handbook 

 
 Contacted medical providers and created spreadsheets noting any outstanding medical costs  

 

 
 



Sample Accomplishment Statements for Resumes 
 

 Drafted complaint in complex contract case involving dispute over multi-million dollar parcel of real 
estate 

 Prepared settlement agreement to resolve $30,000 construction contract case between general 
contractor and property owner 

 Drafted and edited successful motions to dismiss and motions for summary judgment defending claims 
for workers' compensation involving potential liability for permanent, total disability payments  

 Investigated and developed factual basis for motion for restraining order for victim adopted by 
assistant district attorney in presenting case and relied on by court in issuing order 

 Successfully represented indigent, Spanish-speaking woman from Columbia in all aspects of a two day 
asylum hearing before a federal immigration judge; client granted asylum as a result 

 Wrote and edited a legal manual on domestic violence distributed to law enforcement officers and 
battered women’s shelters throughout the state 

 Drafted speeches on x, y, and z delivered in committee and subcommittee meetings by Congressman 

 Argued more than a dozen sentencing and bond reduction hearings for misdemeanor defendants 

resulting in favorable decisions by the court in all cases  

 Obtained a sentence reduction for client in criminal case from one year to ninety days in jail  

 Researched and drafted successful motion to suppress evidence in criminal case resulting in dismissal 
of several charges 

 Drafted motion for partial summary judgment that was filed in case involving the Endangered Species 
Act resulting in the inclusion of a species of Colorado trout on the endangered species list 

 Developed factual and legal premise to support dismissal of frivolous trespassing suit, saving client 
potential damages exceeding $10,000 

 

 
 


