
	Maria Elena Cruz
CERTIFIED PARALEGAL
Houston, TX 77002
(713) 555-0164
maria.cruz@email.com
CREDENTIALS
	NALA CP
Certified Paralegal



	ABA Certificate
ABA-approved program



	Notary Public
State of Texas


SOFTWARE
› Westlaw · LexisNexis
› Clio · MyCase
› Microsoft Office · Adobe
LANGUAGES
English · Spanish (fluent)
	Certified paralegal (NALA CP) who supports attorneys across litigation, corporate, and real-estate matters. Nine years of legal research, drafting and document management, and case coordination — bilingual, organized, and trusted with confidential client work from intake through closing.
	9 yrs
EXPERIENCE
	
	3
PRACTICE AREAS
	
	CP
NALA CERTIFIED



Experience
	Certified Paralegal
	2018 — Present


Vinson & Elkins LLP — Houston, TX
1. Support litigation and corporate teams — legal research, drafting pleadings, contracts, and closing binders.
1. Manage case files, dockets, and deadlines in Clio; coordinate e-filing and discovery.
1. Serve as notary and bilingual liaison for Spanish-speaking clients.

	Paralegal
	2015 — 2018


Baker Botts — Houston, TX
1. Drafted discovery, conducted legal research on Westlaw, and maintained case databases.
1. Prepared real-estate closing documents and title review summaries.

	Legal Assistant
	2014 — 2015


Harris County District Court — Houston, TX
1. Processed filings and supported court staff; earned NALA CP certification.




