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1. If anything was possible, what would your dream job be, and why?

In a world of limitless possibilities, my dream job would be as a legal virtual assistant. Rather than
simply handling administrative duties, | envision myself as a key player in crafting strategic legal
solutions for legal professionals. This role would encompass conducting thorough legal research,
drafting compelling legal documents, and innovating strategies to navigate complex regulatory
landscapes.

The freedom of remote work would enable me to excel on a global scale while maintaining a
balanced life, merging professional excellence with personal fulfillment. Each legal case that | will
handle would present an opportunity to make a substantial impact, advocating for fairness and
integrity.

In essence, my dream job as a legal virtual assistant would blend passion, expertise, and purpose.
It would empower me to contribute significantly to legal professionals in developing innovative
approaches that promote justice and transform legal frameworks. | will be dedicated to making a
meaningful difference in the legal field, driving positive change, and leaving a lasting legacy
through every legal challenge | tackle.

2. Have you ever experienced a stressful situation in your past workplace (college if fresh
graduate), what was it and how did you overcome it?

In my previous role as a legal transcriptionist, | frequently encountered stressful situations,
notably when faced with urgent and high-volume transcription requests under tight deadlines
during court seasons. To navigate these challenges, | adopted several strategies that proved
instrumental in managing my workload effectively. First and foremost, | developed a systematic
approach to prioritize tasks based on urgency and importance, ensuring that | addressed the most
pressing assignments first. This involved careful time management, where | meticulously planned
my workday to allocate sufficient time for each transcript while maintaining quality standards.
With the help of our partition tracker, | was able to determine which court file audio has a rush
notice. Additionally, | proactively sought clarification from supervisors or clients when unsure
about instructions or content, minimizing errors and the need for revisions. Taking regular short
breaks between tasks was essential in maintaining focus and preventing burnout, enhancing
overall productivity. Each stressful situation served as a learning opportunity, allowing me to
refine my strategies for handling pressure and improving efficiency over time. By implementing
these methods, | successfully met deadlines and delivered accurate transcription work, mitigating
the impact of stressful situations in my professional role.
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3. In your previous position, what task did you find most challenging and why? What task did you
enjoy most and why?

In my previous role as a legal transcriptionist and quality control officer, | encountered both
daunting challenges and fulfilling tasks. | undertook additional responsibilities that extended
beyond my typical duties, such as compiling administrative reports, monthly quality assessments,
and handling amendments while | still have a pending transcription file. These tasks introduced
variety to my role and occasionally tested my ability to manage multiple tasks simultaneously.

One of the most demanding responsibilities was ensuring impeccable quality in transcriptions
submitted to the Court. This involved meticulous proofreading from cover page to end time,
adhering strictly to our guidelines, and employing British English spelling conventions. The
pressure to deliver error-free transcripts was intense, requiring unwavering attention to detail and
a thorough grasp of legal terminology.

Amidst these challenges, | found genuine satisfaction in the art of transcribing itself. Converting
spoken words into written form felt like capturing fleeting moments of legal discourse,
transforming them into a permanent record. It was a process that demanded concentration and
precision but offered the reward of contributing to the clarity and accuracy of legal proceedings.

4. How would your past colleagues or managers describe your work ethic?

My past supervisor, colleagues and managers would describe my work ethic as dedicated and
reliable during my tenure as a legal transcriptionist. | was committed to delivering high-quality
transcripts for court submissions and collaborated effectively within my team. They consistently
praised my ability to meet deadlines, exceed productivity targets, and maintain a 99% quality
rating. My proactive attitude led me to confront challenges directly, always striving for excellence
in every task with meticulous attention to detail.

I am known for clearly articulating ideas and actively listening to others. This fostered effective
teamwork and cultivated a positive work environment. | adapt quickly to changing priorities and
circumstances, remaining flexible and responsive to both team and organizational needs.

Moreover, | am recognized as a problem-solver who not only identifies issues but also
implements practical solutions that drive progress. Colleagues appreciate my collaborative nature
and my enjoyment of working together towards common goals. In summary, my work ethic is
characterized by a proactive, detail-oriented, and collaborative approach that consistently
contributes to team success and organizational objectives.
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5. What personal or professional accomplishments are you most proud of?

In terms of personal achievements, | take great pride in overcoming significant challenges
following my father's passing. | faced a period of depression, but with the support of my family
and faith in God, | managed to navigate through those dark times. Currently, | am rebuilding my
life and transitioning to a new job that allows me more quality time with my family. Additionally,
we are looking forward to moving into our new home in Lumina Silay either this month or next,
and my partner and | are planning our wedding for next year. These milestones represent
personal triumphs that | cherish.

Professionally, | am proud of my tenure of over five years with my previous company, where |
progressed from a legal transcriptionist to a quality control officer. This role has been challenging
yet rewarding, as it has honed my skills and knowledge. Moreover, | have had the opportunity to
mentor new colleagues, sharing my expertise with them.
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