LE NGOC PHUONG THAO

Thuc tap Tro ly Luat su

THONG TIN CA NHAN
B 24/07/2005
& Nir
© 0905119072
¥ liyufangcaol3@gmail.com
Q K382 Nti Thanh, phuong Hoa Cudng Bic,

quan Hai Chau, TP. Pa Nang

KY NANG

K§ ning 1am viéc nhém
C6 kha nang lam viéc nhom, két hop duoc cac
bd phén khac.

Tiéng anh:

Thanh thao cac ky nang

C6 thé trao d6i, tiép nhan va hudng dan hd so
cho khach nudc ngoai.

Tra ciru, sir dung hi€u qua c4c cong dung hd trg
phép 1y

Tra cutru, phan tich va ap dung van ban phap luat;
sir dung hiéu qua cic cong cu hd trg phap ly. Ky
nang soan thao van ban phap ly.

K¥ ning tin hoc vin phong
G& 10 ngon tdt, sir dung thanh thao word,
powperpoint

MUC TIEU NGHE NGHIEP

Vi dinh hudng phat trién trong linh vuc tu van va hanh nghé lut su,
toi da ren luyén ky nang lam viéc nhom va xay dung quan h¢ khach
hang. T6i mong mudn tmg tuyén vi tri Tro 1y luat su vao Cong Ty dé
phat trién k§ ning dong thoi dong gop vao hoat dong phap 1y cua
cong ty va hudng toi tré thanh luat su chuyén nghiép

HOQC VAN
Truong dai hoc Péng A 2023 - nay

Chuyén nganh: Luat kinh té
Diém GPA: 3.2

KINH NGHIEM LAM VIEC
Thyc tap tre 1 lujt su 06/2025 - 08/2025

CONG TY LUAT TNHH LUAT SU HOANG GIA AN

« Nghién ciru cac vin ban phap luat, quy dinh lién quan dén hd so
vu an dudi sy hudng dan cua luat su va tom tat hd so vu viéc, vu
an.

« Tro giup Luat su cac cong viéc theo phan cong va tham du phién
toa hinh sy cing Ludt su vé vu 4n "Mua ban trai phép chit ma
tuy".

» Hoc héi quy trinh va cach thirc soan thdo cac van ban phap 1y so
bo, don tur.

CHUNG CHi
2024 TOEIC 720

2025 Chung chi MOS (Word, Excel)

NGUOI GIOI THIEU

Anh Hoang Trong Vil
Trudng phong phap ché, Cong ty Luat TNHH Trung Tién
bién thoai: 0988998899

© topcv.vn



LE NGOC PHUONG THAO

Legal Assistant Intern

PERSONAL INFORMATION

B 24/07/2005

& Female

© 0905119072

¥ liyufangcaol3@gmail.com

Q@ K382 Nui Thanh, Hoa Cuong Bac Ward,

Hai Chau District, Da Nang City

SKILL

Team work:

Strong ability to collaborate effectively with
others.

Legal Research & Drafting:

Skilled in researching, analyzing, and applying
legal documents; basic legal drafting skills.

English:
Good communication skills; able to work with
foreign clients

Office skills:

Proficient in Microsoft Word and PowerPoint;
fast typing skills.

CAREER OBJECTIVE

Aspiring to build a career in legal consulting and legal practice, I aim
to apply for the position of Legal Assistant to further develop my
professional skills and contribute to the company’s legal operations.
My long-term goal is to become a professional lawyer.

EDUCATION
Dong A University 2023 - present

Major: Economic Law

GPA:3.2/4.0

WORK EXPERIENCE

Legal Assistant Intern 06/2025 - 08/2025

Hoang Gia An Law Firm LLC

 Researched legal documents and regulations related to case files
under lawyers’ supervision; summarized case details.

- Assisted lawyers with assigned tasks and attended a criminal trial
involving illegal drug trading.

« Learned and supported the drafting of basic legal documents and
petitions.

Key Achievements:

« Improved responsibility and ability to work independently under
supervision.

« Enhanced document management and organizational skills in a
professional environment.

CERTIFICATION
2024 TOEIC 720

2025 MOS (Word, Excel)

REFERENCES

Mr. Hoang Trong Vu
Head of Legal Department, Trung Tien Law Firm LLC
Phone: 0988998899

© topcv.vn



Le Ngoc Phuong Thao

+090-511-9072
liyufangcaol3@gmail.com
382 Nui Thanh, Hoa Cuong Ward, Da

Nang City

22th March 2026

Mr. Hoang Trong Vu
HR Manager
Trung Tien Law Firm

Dear Human Resources Department of Trung Tien Law Firm,

I am currently a third-year student majoring in Economic Law at Dong A University. I am writing
this application with the desire to apply for the position of Legal Assistant at Trung Tien Law Firm
LLC, as advertised on the company’s website.

With the legal knowledge I have gained during my studies, I am confident that I can meet the
requirements of this position. Throughout my academic journey and self-study, I have been
exposed to various fields such as civil law, commercial law, and procedural law. In addition, I have
had the opportunity to assist with legal-related tasks, which has helped me gain practical
experience.

Besides my professional knowledge, 1 have developed several important skills, including effective
teamwork, problem-solving abilities, and a proactive learning attitude. Moreover, I can quickly
adapt to new working environments and am always willing to learn new skills, which makes me
confident in my ability to perform well during the internship.

I have also had the opportunity to intern at a law firm as a legal assistant. During this time, I was
involved in tasks such as reviewing case files, researching legal documents, scanning case records,
and assisting in drafting legal documents. Through this experience, I gained practical knowledge in
applying legal theories to real work, improved my research, analytical, and problem-solving skills,
and developed a careful, responsible, and professional working style.

I believe that with my knowledge, skills, and experience, I can make a positive contribution to the
company.

I truly hope to have the opportunity to work in your professional environment and look forward to
receiving an interview invitation in the near future.

Sincerely,




LE NGOC PHUONG THAO

+090-511-9072 liyufangcaol3@gmail.com

Thu tng tuyén Vi tri thuc tap Tro 1y Luat su
Kinh gtri: Phong nhan sy Cong ty Luat TNHH Trung Tién,

T6i 1a Lé Ngoc Phuong Thao, hién dang 1a sinh vién nam 3 chuyén nganh Luat kinh té tai truong DPai
hoc Pong A. Téi viét don ndy véi mong mudn tng tuyén vao vi tri Tro 1y luat su tai Cong ty Luat
TNHH Trung Tién, nhu di dugc ding tai trén trang web cua cong ty.

Vi kién thire phap 1y da duogc trang bi trong qua trinh hoc tap, t6i ty tin ring minh c6 thé dap tmg dugc
cac yéu cau ciia vi tri nay. Trong sudt qua trinh hoc va ty nghién ciru, t6i da tiép can nhiéu linh vuc nhu
luat dan sy, luat thuong mai, luat tb tung,... déng thoi c6 co hoi tham gia hd trg cac cong viéc lién quan
dén phép 1y, tir d6 tich luy thém kinh nghiém thuc tién.

Bén canh nhimg kién thirc chuyén mén, t6i con tich lily duoc nhitng kinh nghiém va k¥ ning sau: lam
viéc nhom hiéu qua, kha niang giai quyét van dé va thai d6 hoc hoi chu dong. Hon nita, t6i c6 kha ning
thich nghi nhanh v&i moi truong 1am viée va san sang hoc hoi cac ki ning mdi mot cach linh hoat, diéu
nay gitp toi tu tin co thé dép tmg t6t yéu cu trong qué trinh thyc tap.

Toi di c6 co hoi thuc tap tai cong ty luat v&i vi tri hod tro luat su. Trong qué trinh thuc tip, toi duoc
tham gia vao cac cong viéc nhu nghién ctru hd so vu viéc, tra clru van ban phap luat, scan hd so vu an
va hd tro soan thdo cic vin ban phap ly. Qua qud trinh nay, tdi da tich luy duoc kinh nghiém thuc tién
trong viéc ap dung kién thirc phap luat vao cong viéc, nang cao k¥ ning nghién ctru, phan tich va xir 1y
van dé phap 1y, dong thoi rén luyén duoc tic phong lam viéc can than, trach nhiém va chuyén nghiép.
Téi tin rang véi kién thire, k§ ning va kinh nghiém cua minh, t6i c6 thé dong gop tich cuc vao Cong ty.
T6i thue sy mong mudn duoc 1am viée trong moi trudng chuyén nghiép cua Quy cong ty. Toi rat mong

nhan duoc lich hen phong van trong mot ngay gan nhat.

To1 xin chan thanh cam on!
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