
Equal
Opporhtnity
Employe!

NBA Member Services. Inc.
315 Union StreetoSuite 800oNashville, TN 37201oTelephone (61t 242-9272.trax (615) 253-3026

Date Availabie to begin Jlmmediatley

Legal Placement Application

lTwo Week Notice

Name

Iodav's Date

lSpecific Date

SSN
Last First Middle

Address
Street

Telephone (H)_(B)

How lons have vou been at this address?

City State Zip

Why are you seeking employment at this time?
***********+r!****X****************f*******************t:**********************t *********:k*******+++***

POSITION($ DESIRED:

lCourt Reporter
IVideo Transcriptionist

!Legal Assistant
!Word Processor
!Other

lEither Full-time or Part-time

llLegal Administrator/Office Manager

JRegular Fulltime

Temporary positions accepted?
Temp to Perm position accepted?

f Microsoft Word
!Microsoft Works
lWordPerfect
r lulner

- Quicken/Quickbooks _- 
AS 400

L J uris
!Other
Spreadsheets
I Microsoft Excel
l l L o t u s  1 - t - J

!Other

!Legal Secretary
!Receptionist

-Regular Part+ime

iYes lNo
lYes JNo

!Paralegal
I Runner

*****+***8*8+t:*a:k*+*rF***+****++:F***++rF***********+B****+ti3*r! 'F***+*+:F+*+i<*x'F******F**********t i<**{:**+***

Check all that aDDly

Yearly Salary: Current/Most recent Desired salary range
l \ , f i  -  i -  '  ' -  A .n -nrar l  {

***:i*****a**+++++****+*.**:i+****t***********+***+****++++**+**x+**+****+*****ti<**

COMPUTER SOFTWAR-E SKILLS:
Word Processins Version Database

IMicrosoft Access
!Dbase,Fox Pro
! Other

Version

Accounting VersioI1

Publishin glPresentation
nCoreIDR,A.W
XMicrosoft PowerPoint
!Microsoft Pubiisher
lOther

Document Control
trPC Docs
lSoft Soiutions
nOther

Internet
!Microsoft Explorer
!Microsoft Outlook
!Netscape
Ll Other
Legal Research
lWestlaw
lLexis,O{exis

List other softwarelversions

I Other



PR{CTICE AREAS (check areas and list years of experience):

- Administrative I Entertainment
-Appellate ! Environmentai

!Estate Planrung

!Labor I Securitres
ll-itigation- ! Social Secunt-v

L-Med. Mai.
.P/T
lProbate

fTax
ITorts

lReai Estate_
,  wl l ts
t-'Workers' Comp.

Commercial or Residential

- 
B ankruptc,v-

- 
Collectron-

rCorporate_
l L nmlnar
lDomesticlFo-]-miiYLaw
-=LOther

! Irnmi gration
!Lnsurance-

Defendanr or Plaintiff
! lotelle ctual ProPertY

Please list any cenlfications or other skills you may have

Which Practice Area would you prefer?
*******,n****d.******}F***+***+***,t.******x+***++*,,<'{.*****x**+***' i***++*********'}**;F+.*,F*****':**:F*x

EDUCATIONAL BACKGROI]ND :

High School
-High School diPloma !GED

School:
Ciry, State

PostsecondarY Schools

Post SecondarY Education:

..lSome Coliege. No Degree -Paralegal Cefcificate lAssocrate l tJacnelor !Masters !Doctorate

No.Yrs. Artended Degree Yr. Graduated
Schooi Maj or

Major No.Yrs. A ended Degree Yr. Graduated
Schooi

Other Educadon lnformation

+:F*****,6:1.+*i l i :****.**{:**x, i**:F***4.;F*+**+*' ]1:1.*** ' :******** 'r+*'r**d:***,,<***+**x*** '<*************+**l '1d.*

REFERENCES

1 .
Phone Occupation Yrs. known

Name Address

Address Phone occupatlon Yrs. knorvn
Name

J .
PhoneName Address Occupation Yrs. krown



-EGAL OFFICE SKILLS:

_ Tlping slpm rDictation ! Shorthand wpm lTranscnption (video)

.Fax ll-egal Research rMulti-line phone (# of iines-) r:Transcnption (audio)

-Legal Secretarial JCoun Reponing lBookkeepi:rg lData Entr-v

-..,Escrow Agent lTitle Searchilg

-ist other skills or equipment

***trr:***t 'k****1.rnrF+i:: t .++++*:Ft ***t +**t *+****{:********+**********************:k*****:F**:k:f i}F*x******

EMPLOYMENT HISTORY:
List your three most recent employers beginning with your last or most current position (although this information ma.v be

Lncluded in your resume, we ask that you please complete this portion of the application).

lompany Name and Address:

Position (s) held:

Dates From.ff o: Salary FinaVCurrent-

Reason for leaving:

Company Name and Address:

Position (s) held:

Dates From/To: Salary FinaUCurrent

Phone#:Supervisor:

Reason for leaving:

Company Name and Address:

Position (s1 heid:

Dates From/To:

S upervisor: Phone#:

May we contact al1 of the above employers? -Yes lNo

Employer(s) you do not want contacted:
Reason

a" l " -  E ina l  / i r rncn t

Have vou ever been convlcted of an offense other than a mrnor trafflc violation? lYes XNo

If ves, state the date, place. and nature of the convtctton.



The Naslutlle Bar Association placement Service does not discrin'tinate in Itiring or referrals on the basis of race, color, sex'

zge, religion or national origin'

gy signing this application , I quthorize the NBA Le gaL Placement Service to veify my references and to circulate my resume

:i p"Trunt ,*piiy"rr. I understand that submittin{ this application does not guarantee an employment referral' I terify the

zbove information to be ttae.

DateSignature of AppLicant

++x****+:**********rFi<+.*;r+i.x**{:****************+**'F*****+:i :**tr*******x+*********}F*************8*'k*******

THIS AREA FOR OITICE USE ONLY

Contact at work? Contact present emPloYer?

Full timeX Part time'- Tenporary! Confidential? Yes[ No!

Foreign Languages

Location Preference Downtownn Suburbs (list)

Size Preference Large(40+)r Medium(11-40) - Small(2-10) - Soie Pract' 
- No Preferencef

Would you consider a position without health benefits? YesI NoI Depends on Salaryf

Preferred Areas of Law

Areas of Lar to Avoid

Specific Needs

Comments

How ditl the candidate hear of our service? TennesseanJ Other

*+q1*:F************ ' !*x*++48+ir****:+*********** ' :****+*'F':**++*************{.+****+*********+****++*****:k***

SKILLS TESTING:

Typing WPM Legal Spelling Legal VocabularY

MICROSOFT TESTING SCORES

ACCeSS Excel- Officelntegration- Outlook-PowerPoint-

Word2000- Win2000- Win98 - Win95

LEGAL STAFF TESTING SCORES

Basic Litigation_ court Reportins- Legal Abbrev- Legal Asst'-

Legal Staff Skills-- Legal Typing*- Legal Vocab

Word Processing-

Legal Fiiing

Faralegal


