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The University of Florida Levin College of Law, Gainesville, FL 
LL.M. in Taxation, May 2014 
 
Boston University School of Law, Boston, MA 
J.D., cum laude, May 2011 
 
Brandeis University, Waltham, MA 
B.S., magna cum laude, in Psychology, May 2008 
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Boston University School of Law, Boston, MA 
J.D. and M.B.A., May 2012 
GPA 3.4 




Boston University School of Law, Boston, MA 
Juris Doctor, May 2012 
GPA 3.41/4.3 
 
Boston University School of Management, Boston, MA 
Master of Arts in Business Administration, May 2012 
GPA 3.2/4.0 
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District of Columbia Office of Administrative Hearings, Washington, DC 

Volunteer, July– September 2014 

Conducted in-depth, issue-targeted legal research for administrative law judges in multiple state and 

municipal agency jurisdictions. Drafted substantive legal memoranda, orders, and decisions and prepared 

hearing materials. 
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Smith, Jones & Burns, LLP, Lexington, MA 
Associate, September 2010 - May 2014 

• Represented a Fortune 500 company in complex commercial real property transactions, including 
planning and development of commercial projects and municipal land use and zoning matters 

• Represented underwriters and not-for-profit borrowers in tax-exempt bond financing transactions 
• Conducted due diligence reviews for real estate component of large corporate transactions 

 



Smith, Jones & Burns, LLP, Lexington, MA 
Associate, September 2010 - May 2014 

• Represented clients in complex commercial real property transactions as part of the Real Estate 
Practice Group 

• Served as a member of the Hiring Committee in 2010 and 2011 
• Created a summer intern program for the firm, resulting in 2 summer interns being hired in the 

summers of 2010 and 2011 
• Interviewed summer intern and lateral candidates 
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Star, Anthony & Lee, LLP, Boston, MA 
Associate, Corporate Department, September 2009 - present 

• Draft and negotiate sale and acquisition documentation, including purchase agreements, transition 
services agreements, lease agreements, and supply and distribution agreements 

• Perform due diligence and prepare and review letters of intent 
• Engage in substantial client contact regarding the negotiation and drafting of transaction 

documentation and the implementation of transactions after closing 
• Draft, review, and negotiate corporate documentation of various complexities in a non-transactional 

context, including distribution agreements, terms and conditions, employment agreements, non-
competition agreements, corporate organizational documentation, management agreements, 
amendments, and waivers 
 



Star, Anthony & Lee, LLP, Boston, MA 
Associate, Corporate Department, September 2009 - present 

• Represent clients in various industries (manufacturing, technology, education, forestry, medical 
devices, medical practices) in connection with the purchase and sale of assets and ownership 
interests in transactions ranging from $600,000 to $30M 

• Manage the transaction process and act as a point of contact for all parties involved in the 
transaction 

• Coordinate and direct the participation of the various Star, Anthony & Lee departments (including 
tax, employee benefits, real estate, and environmental) involved in transactions 

• Explain complex legal issues arising in the course of the negotiation and drafting of transaction 
documentation to clients 

• Participate in the planning and negotiation of transaction structures 
• Correspond regularly with the management of several client companies  
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NAME 
Address · Telephone Number · Email 

 
 
BAR ADMISSIONS: (this section can also go at the bottom) 
 
EXPERIENCE:   

(Listed in reverse chronological order) 
EMPLOYER, City, State 
Position Title, Dates  
Description of Job 

 
EDUCATION:    

BOSTON UNIVERSITY SCHOOL OF LAW, Boston, MA 
J.D., Date (month and year) 
GPA: 
Honors: 
Activities: 
Certification Paper: (optional) 
Clinical Programs: (optional; may also be listed under "Experience") 
 
UNDERGRADUATE SCHOOL, City, State 
Degree Awarded, Date (month and year) 
GPA or GPA in Major: (optional) 
Honors: 
Activities: 
Thesis: (if applicable) 
 
LANGUAGES: (if applicable) 
 
VOLUNTEER: (optional) 
 
INTERESTS: (optional) 
 
PROFESSIONAL AFFILIATIONS: (optional) 
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Emily B. Lee 

750 N. Herman Apt. 22 ·  Chicago, Illinois ·  555-555-5555 ·  emilyblee@mail.com 

 
LEGAL EXPERIENCE 
Austin Nash LLP, Chicago, IL 
Associate Attorney, Insurance and Financial Services, September 2010 to present; Summer Associate, Summer 2009 

Insurance and Commercial Litigation  
• Represent a Fortune 500 insurance company in a commutation dispute involving reinsurance contracts. 
• Coordinated the review of over 100,000 pages of electronic and hard copy documents by eight attorneys and 

legal assistants and drafted sections of a comprehensive electronic discovery protocol.  
• Counsel clients on litigation strategy, including drafting sections of various memoranda for settlement 

negotiations. 
• Drafted sections of a motion in response and reply to a motion to stay litigation in favor of arbitration and 

various other non-dispositive motions, including document requests and responses, protective orders, motions to 
compel, motions to extend deadlines, and scheduling orders. 

• Attend hearings and argue dispositive and non-dispositive motions in federal court. 
• Drafted sections of dispositive briefs, including a section of an Opposition to Certification for the United States 

Supreme Court. 
• Prepare for taking and defending depositions of numerous witnesses, including providing extensive assistance 

for expert witnesses testifying on intellectual property matters. 

Regulatory and Transactional 
• Advise clients on various insurance regulatory matters regarding insurance company insolvencies. 
• Conduct research, draft memoranda, and draft corporate documents for insurance corporate transactions. 

Pro Bono Litigation 

• Lead associate coordinating six attorneys and legal assistants to implement the litigation strategy for the post-
conviction appeals of a prisoner on death row in Mississippi.  

 
EDUCATION 
Boston University School of Law, Boston, MA  
Juris Doctor, magna cum laude, May 2010; GPA 3.71 (top 10% of class)      
Honors: Paul J. Liacos Scholar, Edward F. Hennessey Scholar; Articles Editor, Public Interest Law Journal 

University of Michigan, Ann Arbor, MI 
Bachelor of Arts in History, May 2003; GPA 3.54   
Honors: Class Honors, 2001, 2002, 2003; Golden Key National Honor Society  
 
ADDITIONAL EXPERIENCE 
University of Texas at Austin-Division of Recreational Sports, Austin, TX 
Office Manager/Marketing and Development Assistant, January 2006 to August 2007 

• Hired, scheduled and supervised ten part-time employees and served as the database administrator for the 
department’s 15,000-record alumni database.       

US House Representative Bob Clement, Nashville, TN 
Community Outreach Coordinator/District Scheduler, July 2003 to October 2005 

• Served as a liaison between constituents and government agencies. 
 

BAR ADMISSIONS 
Admitted to practice in Illinois (2010) and Northern District of Illinois (2010) 

 
LANGUAGES 
Fluent in Italian, conversant in Spanish 
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MARLON J. CLEARY 
2651 Jefferson Place, #105  Vienna, VA 22180 

703-555-5555  marlon.cleary@mail.com 
 

BAR ADMISSIONS 

Admitted to practice in: Massachusetts (2010); District of Columbia (2011); New York (2012) 
 

LEGAL EXPERIENCE 

Legal Staffing Firms, Washington, DC  Contract Attorney, April 2011-present 
 Employed, at various times, by Hudson Legal; Clutch Group; De Novo Legal; and Special Counsel 
 Perform electronic document review on a contract basis, carrying out document production requests in antitrust, 

FCPA, EPA, contract dispute, employment discrimination, and consumer class action litigation contexts 
 Mastered many e-discovery software interfaces, including: Catalyst; Applied Discovery; Relativity; Kroll Ontrack; 

First Advantage 
 

Boston University School of Law, Boston, MA Research Assistant, December 2010-April 2011; July 2009-August 2009 
 Authored memoranda on unjust enrichment and restitution law (Prof. John J. Doe, 2010-2011) 
 Researched and drafted essay on Civil Rights Act of 1964; edited seminal court opinions for inclusion in on-line 

archive exploring development of corporate law (Prof. Jane L. Doe, 2009) 
 

Boston University Civil Litigation Clinic, Boston, MA Student Attorney, September 2008-May 2009 
 Advocated on behalf of indigent clients before administrative tribunal in supplemental security income claims, 

unemployment insurance claims, and divorce proceedings 
 Constructed and presented opening statements and closing arguments, and prepared and conducted direct and cross 

examinations 
 Researched statutes and case law and drafted memoranda and briefs 
 Interviewed and counseled clients and witnesses 

 

Massachusetts Commission Against Discrimination, Boston, MA Investigative Intern, June 2008-August 2008 
 Investigated and assessed the merits of discrimination claims in employment and public accommodation contexts 
 Interviewed complainants and witnesses, summarized allegations and issues, and drafted interrogatories and 

document production requests 
  

ADDITIONAL EXPERIENCE 

Temporary Staffing Agencies, CT & NY  Paralegal / Administrative Assistant, September 2004-August 2007 
 As a paralegal, conducted case-material audits; reviewed and redacted documents for production; assembled relevant 

documents for attorneys preparing for depositions; represented “payoff banks” at real estate closings 
 As a financial data processor, processed and archived securities certificates remitted during tender offers; examined 

letters-of-instruction, legal documentation, and correspondence from shareholders; performed data entry associated 
with stock transfers and corporate reorganizations; transferred abandoned securities to state 

 As an administrative assistant, composed correspondence and PowerPoint presentations; performed data entry and 
database management, helped executives prepare for presentations, recruited prospective employees, and archived 
new employee information 

EDUCATION 
 Boston University School of Law, Boston, MA 
 Juris Doctor, May 2010  
 GPA: 3.22  

 

 Clark University, Worcester, MA 
 Bachelor of Arts, cum laude, in Psychology, May 

2004  
    

 GPA: 3.43 
 Honors: Dean’s List; Golden Key International Honor Society 
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MAYA BAYLOR    
277 Commonwealth Avenue, Apartment 2, Boston, MA 02134 ·  617.555.5555 ·  mbaylor@mail.com 

 
EDUCATION 

BOSTON UNIVERSITY SCHOOL OF LAW, Boston, MA 
LL.M. in Banking and Financial Law, May 2013  
GPA:  3.50 
Concentrations: Compliance, International Banking and Finance 
 
BOSTON UNIVERSITY, Boston, MA  
M.A. in International Relations, September 2011  
GPA:  3.46 
Thesis:  Montenegro’s Future in the European Union (arguing that economic liberalization alone is 

insufficient if legislative and judicial bodies remain incapable of functioning efficiently)  
 
BOSTON UNIVERSITY SCHOOL OF LAW, Boston, MA   
J.D., May 2011  
GPA:  3.04 
Honors: International Law Journal – Notes Editor 
Activities: ABA Negotiation Competition, Participant; Stone Moot Court, Participant;  

Women’s Law Society, Treasurer 
 
THE UNIVERSITY OF KANSAS, Lawrence, KS   
B.S., summa cum laude, in Applied Music: Piano Performance, December 2006 
GPA:  3.77 
Honors: Phi Beta Kappa; Pi Kappa Lambda (selected by professors); Honors Program 
 
EXPERIENCE  

GREATER BOSTON LEGAL SERVICES, Boston, MA 
Volunteer Attorney, Low-Income Tax Clinic, June 2013 – present 
Represent low-income families on tax issues, including Earned Income Tax Credit audits. Conduct legal research  
on tax issues and draft summaries for staff attorneys. 
 
LAWYERS CLEARINGHOUSE, Boston, MA 
Volunteer Attorney, Non-Profit Incorporation Program, June 2012 – present 
Counsel non-profit clients on incorporation and obtaining tax-exempt status. Teach seminars on structuring and 
incorporating non-profit corporations. 
 
BOSTON UNIVERSITY SCHOOL OF LAW, Boston, MA 
Research Fellow for Professor Eliza Jones, September 2011 – February 2012 
Researched and drafted memoranda on pre-removal order detention habeas corpus. 
 
DEPARTMENT OF JUSTICE, FEDERAL BUREAU OF INVESTIGATION, Boston, MA 
Student Trainee, Economic Crimes Squad, August 2010 – July 2011 
Drafted memoranda analyzing financial data for securities fraud and other economic crimes.  
 
DEPARTMENT OF JUSTICE, OFFICE OF THE U.S. ATTORNEY, Boston, MA 
Law Clerk for Assistant U.S. Attorney James Haggerty, Civil Division, September – December 2010 
Drafted summary judgment motions on Witness Security Reform Act of 1984 and exemptions to Privacy Act.  Wrote 
summary judgment motions for Bivens and § 1983 cases using sovereign and qualified immunity as well as Gun 
Control Act warrant exceptions.  
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MAYA BAYLOR   page 2 of 2 
 
BEN, JARVIS, GREEN & ELLIS, Boston, MA 
Volunteer Law Clerk for Attorney Margaret Rosen, August 2010 
Drafted memoranda regarding Bivens, § 1983, and Prison Litigation Reform Act limits on recovery for prisoners’ 
rights. 
 
DEPARTMENT OF JUSTICE, FEDERAL BUREAU OF INVESTIGATION, Washington, DC 
Scholastic Honors Intern for the Office of General Counsel, June - August 2010 
Drafted memoranda analyzing 50 years of Comptroller General decisions.  Conducted legal research and wrote 
memoranda on issues including fiscal, government contracts, and national security law.  
 
SUKUK & ARATIRMA, Ankara, Turkey 
Law Clerk for Professor and Partner Ahmed Alta, May – June 2010 
Drafted memoranda on New York Convention recognition and enforcement of international commercial arbitration 
judgments in the United Kingdom, India, Germany and Turkey.  Analyzed jurisdiction and enforceability issues for 
large Turkish corporation suing French bank in British and United States courts. 
 
MENDEL & FRANK, P.C., Washington, DC 
Law Clerk, July – August 2009  
Researched case law and drafted memoranda regarding Americans with Disabilities Act of 1990, Civil Rights Act of 
1866, privacy law, and traditional labor law topics using both electronic and print resources. 
 
UNITED STATES COURT OF FEDERAL CLAIMS, Washington, DC 
Judicial Intern for the Honorable Iris R. Rogers, May – July 2009  
Drafted bench memoranda with proposed dispositions for summary judgment and evidentiary motions in multi-
plaintiff government contracts cases.  Observed trials and arguments in Court of Federal Claims and Court of Appeals 
for the Federal Circuit.    
 
LANGUAGES  

Conversational and written German, familiarity with Spanish, Dutch, Turkish and Romanian 
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Jasmine Hilbis 
(757) 555-5555 • 62 Bow St., Cambridge, MA 02139 • jhilbis@mail.com 

EXPERIENCE 
Weil, Gotshal & Manges LLP, Boston, MA 
Associate, January 2009-present; Summer Associate, June-August 2007     
Independently drafted formation documents for a nonprofit corporation. Completed at least 150 hours of pro bono 
work each year 2009 – 2014. Represent prospective adoptive parents seeking to adopt children in foster care, and 
counsel other adoptive parents in connection with post-adoption legal hurdles involving government subsidies and 
custody disputes as part of firm’s pro bono Adoption Project.  

Boston University School of Law Criminal Law Clinic, Boston, MA 
Student Attorney, September 2007-May 2008  
Represented indigent defendants charged with criminal offenses in the Boston Municipal Court. 

Shelter Legal Services – Rosie’s Place Clinic, Boston, MA 
Volunteer, September 2006-September 2007 
Conducted legal research and client intakes for low-income women and children at a women’s shelter’s free legal 
clinic. 

Volunteer Lawyers Project, Boston, MA 
Volunteer, March 2007-April 2007 
Represented a claimant at a hearing addressing a challenge to her unemployment insurance benefits. 

Greater Boston Legal Services, Boston, MA 
Volunteer, January 2007-April 2007 
Aided Haitian immigrants filing for Temporary Protected Status. 

Asian American Legal Defense and Education Fund, Boston, MA 
Volunteer, October 2006-December 2006 
Surveyed election-day polls in non-English speaking communities to ensure voters were able to cast ballots. 

Fenway Community Health Center, Boston, MA 
Intern, October 2006-November 2006 
Created a presentation for the board of directors discussing nonprofit health center compliance issues. 

Loyola Immigration Law Clinic, New Orleans, LA 
Intern, Summer 2006 
Represented low-income and indigent clients in immigration matters including: asylum, refugee, special immigrant 
juvenile, and VAWA.  

EDUCATION 
Boston University School of Law, Boston, MA 
Juris Doctor, May 2008 
GPA:  3.45 
Honors:  Public Interest Law Journal 
Leadership: Asian Pacific American Law Students Association - Community Outreach Chair; Immigration Law 

and Policy Society - Treasurer  
Activities: Pay it Forward Student Mentoring; Pro Bono Pledge; Public Interest Project; 1L Orientation Leader; 

1L Peer Advisor 

University of Colorado at Boulder, Boulder, CO 
Bachelor of Arts, summa cum laude, in Political Science, Minor in Dance, May 2005 
GPA:  3.87 
Honors:  Phi Beta Kappa Honor Society; Dean’s List (all semesters); Highest Honors for Honors Thesis 

COMMUNITY INVOLVEMENT 
Big Brothers Big Sisters of Massachusetts Bay, Boston, MA, Volunteer Big Sister, June 2005-present 
Rosie’s Place, Boston, MA, Volunteer, April 2009-present 
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BARTON PITT  
29 Pleasant Street, Cambridge, MA 02139 • 857.555.5555• bpitt@mail.com 

EXPERIENCE 
Human Rights Watch, London, UK 
Arthur Koenig Fellow, August 2011 - present 
Monitor and draft reports on human rights developments in various countries. Conduct on-site investigations of the 
treatment of people with mental illness in Croatia. 
 
Boston University School of Law Civil Litigation Clinic, Boston, Massachusetts 
Student Attorney, Immigration Law Division, September 2010 - May 2011 
Represented low-income clients in matters before administrative agencies and courts.  Appeared on behalf of clients at 
trials and hearings.  Drafted various legal memoranda and court documents. 
 

Office of Senator Elizabeth Warren, Foreign Policy/Armed Services Division, Washington, DC 
Foreign Policy Intern, June 2010 - August 2010 
Researched and drafted Senator’s floor statement.  Wrote multiple issue memoranda to Senator on major foreign-
policy committee hearings and international developments.  Analyzed and helped write military-related legislation.  
Wrote official correspondence, answered constituent inquiries, and attended briefings. 
 

Organization for the Prohibition of Chemical Weapons (OPCW), The Hague, The Netherlands 
Legal Intern, Legal Advisors Office (LAO), March 2010 - May 2010 
Drafted member state compliance reports for use by Deputy General in delegate meetings.  Designed presentations on 
implementing chemical weapons legislation domestically.  Critically reviewed and proofread OPCW’s Survey of 
National Implementing Legislation to be distributed to member states. 
 

United Nations International Criminal Tribunal for Rwanda (UNICTR), Arusha, Tanzania 
Legal Intern, Witness and Victim Support Section (WVSS), June 2009 - August 2009 
Researched and wrote 20-page orientation manual outlining all medical, legal, and protective policies concerning 
witnesses.  Wrote numerous legal memoranda to Chamber discussing witness-related issues.  Revised and co-presented 
WVSS results-based budget to Finance Department.   
 

New Alternatives, Inc., San Diego, California 
Child Development Counselor, June 2006 - August 2008 
Rehabilitated emotionally disturbed boys; analyzed complex medical and psychological histories.   
 

University of Delaware, Newark, Delaware 
University Teaching Assistant, World Religions Class, September 2003 - May 2004 
Research Assistant, January 2003 - October 2003 
Researched, analyzed, and edited a book entitled Philosophical Ideas in Rock ‘n’ Roll. 

EDUCATION  
Boston University School of Law, Boston, Massachusetts 
J.D., May 2011 
G.P.A.:  3.72 (Spring 2011); 3.31 (cumulative) 
Activities:      President, International Law Society (ILS); Member, Public Interest Law Committee; Member, Human 

Rights Week Planning Committee; 1L Section Representative, ILS 
 

Leiden University, Leiden, Netherlands, January - April 2011 
One of four BUSL students selected to study international and human rights law at Leiden University  
 

University of Delaware, Honors Program, Newark, Delaware 
B.A. in Philosophy, May 2006 
G.P.A.:       3.56 
Honors:  Advanced Honors Certificate, First-Year Honors, Dean’s List 
Activities:  College Sailing Team, Intramural Soccer 
 

  



 

26 
 

   
 



Eloise R. Burns  
1325 Commonwealth Ave., #21   •   Boston, MA  02116   •   (617) 555-5555    

eloiseburns@mail.com 
EXPERIENCE: 
State Street Global Advisors          Boston, MA 
Assistant Vice President, Litigation Counsel, August 2010 – present  

• Analyzed lawsuits for cost-effective and time-efficient strategy in litigation 
• Built consensus among internal claims attorneys, clients, and outside counsel on appropriate measures to settle and 

litigate cases 
• Deposed parties in litigation, and devised means of effectively eliciting information from friendly and adverse 

parties 
• Researched and presented memoranda on criminal and civil liability, federal and state court procedure, and various 

topics within the fields of title insurance, real estate, and commercial law 
• Drafted motions to dismiss (demurrers), motions for summary judgment, complaints, discovery requests, settlement 

agreements, and other documents associated with an active law and motion practice 
 
Massachusetts Attorney General’s Office        Boston, MA  
Attorney (temporary), March 2010 – July 2010 

• Evaluated numerous loan pool purchase and securitization documents from investment banks for information 
pertaining to mortgage lender underwriting guidelines 

• Drafted memoranda on underwriting and loan securitization review standards, assorted mortgage lender corporate 
documents, and analyses of corporate committee meetings 
 

Massachusetts Law Reform Institute         Boston, MA  
Volunteer Attorney, October 2009 – January 2010  

• Negotiated with attorneys on behalf of tenants regarding evictions, rent payments and other housing issues 
• Counseled tenants and landlords in Housing Court processes and specially appeared for them in court 

 
Hall & Dana            Boston, MA  
Business Law Associate, Summer 2007 and September 2008 – March 2009 

• Consulted with a corporation on its securities history, and prepared and drafted stock certificates, board resolutions, 
votes for transfers of stock and explained to the client its stock transfer history 

• Ascertained the organizational intent of a charity’s managers, and revised and reviewed the charity’s bylaws to 
reflect their new goals and management structure 

• Advised bank clients on issues concerning forbearance agreements, loan default and loan workouts through client 
letters and telephone conversations 

• Reviewed documents for bank clients, analyzed corporate bylaws and charters, and drafted purchase and sale and 
security agreements in connection with loans and corporate mergers 

• Researched and drafted memoranda on priority of security interests in bankruptcy proceedings, lawyer advertising 
rules, and debt buyback programs 

 
EDUCATION:  
Boston University School of Law, Juris Doctor, May 2008      Boston, MA  
 Journal: Boston University International Law Journal, Note Editor 
 GPA: 3.52   
 Studied in China, Spring, 2008  
        
Boston College, B.A., magna cum laude, Economics, May 2005     Boston, MA 
 GPA: 3.78  
 Honors: Dean’s Scholar; Dean’s List 
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ACTIVITIES AND INTERESTS: 
 

• I lived in China for six months, teaching English to 700 students and other teachers. I still understand basic 
Mandarin Chinese and have a strong interest in regaining Chinese language proficiency. 

• While studying in China, I travelled extensively throughout Asia, enjoying the cultures, people and food in Vietnam, 
Cambodia, Indonesia, Thailand and Japan.  

• I’ve taken cross-country trips on my bicycle, and believe voyages are always best on two wheels.  
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Eloise R. Burns  
1325 Commonwealth Ave., #21   •   Boston, MA  02116   •   (617) 555-5555   •   eloiseburns@mail.com  

EXPERIENCE: 
State Street Global Advisors          Boston, MA 
Assistant Vice President, Litigation Counsel, August 2010 – present  

• Work on 25-35 active cases in courts across Massachusetts, representing approximately $10 million in claims, saving 
tens of thousands of dollars in outside attorney fees; resolved approximately 20 claims 

• Analyze lawsuits in order to pursue the most cost-effective and time-efficient litigation strategy and formulate ideas  
to expedite case resolution 

• Build consensus among internal attorneys, clients, and outside counsel on settlement and litigation strategy 
• Effectively elicit information from friendly and adverse parties through depositions to develop settlement and 

litigation roadmaps, and to provide attorneys with sufficient information to determine appropriate insurance coverage 
• Research criminal/civil liability issues, federal and state court procedure and topics within title insurance, real estate 

and commercial law, and present findings to attorneys and company executives 
• Draft numerous documents associated with an active law and motion practice and argue motions in court  

Massachusetts Attorney General’s Office          Boston, MA  
Attorney (temporary)- Sub-Prime Mortgage Lending Prosecution Action, March 2010 – July 2010 

• Evaluated numerous loan pool purchase and securitization documents for information pertaining to mortgage 
underwriting guidelines 

• Drafted memoranda for lead attorneys on underwriting/securitization review standards and mortgage lender corporate 
documents and analyzed bank corporate committee meetings 

Massachusetts Law Reform Institute         Boston, MA  
Volunteer Attorney, October 2009 – January 2010  

• Negotiated with opposing counsel and landlords on behalf of tenants in eviction and other housing cases, resulting  
in 15-20 families maintaining the right to occupy property pursuant to reduced payment plans  

Hall & Dana            Boston, MA  
Business Law Associate, Summer 2007 and September 2008 – March 2009  

• Served law partners at 500-attorney law firm specializing in private equity, venture capital, M&A, debt finance,  
and public offerings in a wide variety of industries across the globe 

• Achieved and maintained compliance with SEC regulations by consulting with a software company on its securities 
history, and by drafting stock certificates, board resolutions, votes, and stock transfers 

• Restructured non-profit’s bylaws to reflect changing goals and management structure 
• Advised multinational bank clients on issues concerning forbearance agreements, loan default and loan workouts  

to maintain stable lender/borrower relationships, and achieve debt repayment 
• Drafted purchase/sale and security agreements to facilitate debt finance transactions and mergers, and reviewed 

corporate bylaws and charters to ensure compliance with internal corporate governance rules 
• Researched and drafted memoranda on priority of security interests in bankruptcy proceedings, lawyer advertising 

rules, and debt buyback for partners advising diverse clients and issues 
 
EDUCATION:  
Boston University School of Law, Juris Doctor, May 2008      Boston, MA  
 Journal: Boston University International Law Journal, Note Editor (edited student submissions) 
  GPA: 3.52   
  Studied in China, Spring, 2008 (courses on International Projects, Business, and Litigation) 

Boston College, B.A., magna cum laude, Economics, May 2005     Boston, MA 
 GPA: 3.78  
 Honors: Dean’s Scholar (recommended by faculty; sole recipient in Economics department); Dean’s List 
  
ACTIVITIES AND INTERESTS: 

• Lived in China for six months, teaching English to 700 students and other teachers  
• Travelled extensively throughout Asia, including Vietnam, Cambodia, Indonesia, Thailand, and Japan 
• Enjoy cross-country trips by bicycle 
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JANE DOE 
 

500 Harvard Street, Apt. 2D, Brookline, MA 02446 
JDoe987654@bu.edu 

 (617) 987-6543 
 

JOB INFORMATION 
 
Attorney, GS-0905-11 
  

Department of Homeland Security 
U.S. Customs and Border Protection (CBP) 
Office of the Associate Chief Counsel 

 
Vacancy Announcement No.: 10A – 97 
 
PERSONAL INFORMATION  
 
Social Security Number:  111-11-1111 
Country of Citizenship:  U.S.A. 
Veteran's Preference:   N/A  
Highest Federal Civilian Grade held: N/A 
 
EDUCATION 
 
Boston University School of Law, Boston, MA 02115 
J.D., May 2012, GPA 3.38 
Honors:   Note Editor, Public Interest Law Journal, 2011-2012 
Academic Publications: Jane Doe, Note, Fighting Climate Change in Domestic Courts, 22 PUB. INT. 

L.J. 500 (2011) 
Activities:   Public Interest Project, Vice President, Fall 2011 

Stone Moot Court Competition, Participant, Fall 2010 
New Orleans Legal Services Spring Break Trip, Spring 2010 

 
Washington University in St. Louis, St. Louis, MO 63105 
B.A. International Studies & Anthropology, May 2009, GPA 3.74 
Honors:   Dean’s List, Washington University in St. Louis, 2006-2009 
Activities: Founder and President of Washington University Running Club,  

Fall 2007-2009 
Study Abroad:   St. Lawrence University Kenya Semester Program, Nairobi, Kenya 

August 2007 - December 2007, 12 Semester Credits Earned 
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JANE DOE 
 

EXPERIENCE 
 
Representative Amos Fox’s Office, State House, Room 165, Boston, MA 02133 
Legal Counsel       September 2012 – current 
40 hours per week      Salary: $45,000/year 
Supervisor: Cynthia Katz, Chief of Staff   Tel.: (617) 722-7000 
 
Evaluated curriculum policy and funding mechanisms of Massachusetts’s education system and proposed 
legislation filed in January 2013 to implement improvements. Analyzed proposed constitutional amendments 
in preparation for the Constitutional Convention. 
 
United States Attorney’s Office, 1 Courthouse Way, Suite 9200, Boston, MA 02210 
Legal Intern, Economic Crimes Unit    June 2011 – August 2011 
40 hours per week      Salary: $4000 Public Interest Grant  
Supervisor: Joe Doe, Assistant U.S. Attorney  Tel.: (617) 777-7777    
       
Drafted sentencing memoranda for the Court. Worked with Assistant U.S. Attorneys to formulate 
presentations for sentencing hearings. Prepared reply to motion for time extension on restitution order. 
Researched and wrote legal memoranda on insider trading, money laundering, and sentencing.  
 
Oggles and Eagens, LLC, 123 South Street, Suite 202, Boston, MA 02216 
Summer Associate      June 2010 – August 2010 
45 hours per week      Salary: $3,000/week 
Supervisor: Erik Swanson     Tel.: (617) 243-4321 
 
Independently drafted partnership agreement related to acquisition of low income housing project by 
syndicate of investors. Conducted due diligence review of multimillion-dollar commercial real estate 
transaction in preparation for closing. Performed extensive legal research and drafted memoranda on variety 
of complex substantive and procedural matters. 

 
The Consortium, Phanat Nikhom Refugee Processing Center, P.O. Box 17, Cholburi, Thailand 20140 
Teacher and Trainer      May 2009 – August 2009 
40 hours per week      Salary: $320/month 
Supervisor: Karen Nalsap     Tel.: (202) 313-4245 
 
Taught Indochinese refugees English language, cultural orientation, and work skills in preparation for U.S. 
resettlement. Provided weekly curriculum reviews and training to teachers and teacher aides. Selected, 
trained, and managed 150 refugee workers in vocational training workshops. Developed and conducted 
English language-based cooking, guitar, arts and crafts, singing and sport programs for students, ages 11-19, 
at the recreational facility.  

 
PROFESSIONAL MEMBERSHIP 
 
Association for International Law, Student Division 
Boston Bar Association 
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JANE DOE 
 
LANGUAGE SKILLS 
 
Conversational Thai and Spanish 
 
OTHER INTERESTS 
 
Painting and drawing portraits 
Running marathons   
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