	CURRICULUM VITA


	Date of Birth
	: 23/March/1972

	Nationality
	: Iraqi 

	Status
	: Single

	
	Suzan.206@2freemail.com 

	Visa statues 
	Employment Visa 


CAREER OBJECTIVES:

To Secure A Position Where My Strong Law Background, People Management, Market Knowledge, Training, Skills And Vast Experience Can Be Utilized To Assist The Organization In Achieving Goals And Objectives.
	Education 

	1989 - 1993
	Collage of Law – Baghdad University 

B.A degree obtained in1993.

	Work Experience   

	

	Feb 2007 - Present
	Tameer Holding Investments (UAE )

· Legal Advisor – Reporting to Legal Council
· Target based on efficient and correct provision of legal advice by agreed deadlines. 

· Provide legal and technical advice to senior management and other departments through the provision of accurate and courteous advice.

· Provide a high standard of legal, technical and policy related advice, based on current law, technical detail and policy within the predefined areas of the advice for which we were engaged.
· Advise in other areas of law, technical areas and policy as requested
· Monitor changes in law, procedure and/or policy so as to ensure an up to date knowledge in the areas in which advice is given
· Contribute to the production and maintenance of documents such as leaflets, articles, manuals and other printed materials including web pages and e-mails 
· Assist in the carrying out of presentations/seminars as requested and authorized by the head of the department
· Carry out document vetting as required within the scope of specific products and within the boundaries of agreed procedures and practices
· Provide written advice to confirm oral advice as required by specific products and within the boundaries of agreed procedures and practices where appropriate, to actively promote the products and services of Tameer and to assist within pre agreed boundaries, with product development and enhancement 
· Responds to inquiries regarding contract obligations and revisions 
· Identifies risks/issues, suggests alternatives for the best solution 
· Reviews and manages contractual obligations of the parties and provides continual review to ensure all terms and conditions are met 
· Prepares and disseminates information regarding contract status, compliance, modifications, etc. 
· Experience in Contracts, Licensing, leases etc 
· Involved with Mergers & Acquisitions, Joint Ventures, Privatizations and Flotation’s 
· Give General Corporate Advice & Corporate Governance 
· Experience in Venture Capital, Corporate Finance & Public & Private Equity fundraising 
· Ensure Due diligence 
· Monitors, manages and/or mitigates commercial risks 
· Ensures that all legal and contractual matters are addressed efficiently and promptly 
· Research and provide advice on Company Law and Regulatory Developments
· Provide all Legal Opinion, draft and prepare all Legal Documents for the Companies. Review, revise or redraft all Documents before endorsement to the management. 

· Coordination with Local/International Law Firms related to all Legal/Contractual issues.

· Follow up registration of new companies.

· Handling the due diligence for restructuring of the group.
· Follow up the registration of trademarks locally and internationally.

· Assist the Customer Care department for resolving all issues with customers.

· Established the Filing System of Legal department.

· Issuing the Notices and letters of Termination to default Customers.



	April 2006 – Feb 2007
	Metito (Overseas) Ltd. (UAE)
· Legal Assistant 
· Monitor the execution of department’s legal administrative assignments 
· Formulating and providing legal opinions and giving legal advice at statutory and in-house meetings.

· Drafting and editing letters, Memorandum of Associations, P.O. Attorneys  ..etc . all documents related to legal department.

· Filing and Correspondence & Follow up .

· Handling the due diligence and controlling documents for restructuring.
· Support the Group Legal Adviser & other Directors with administrative jobs.

	May 2001 – March 2006 
	Wadi Al-Sarhan for Commercial Agencies Co. (Iraq)
· Office Manager
· Manage correspondences with UN organizations, Iraqi ministries and local companies.

· Support the President with administrative functions.
· Manage billing and expenses 

· Handling legal issues as a legal adviser.



	Dec. 1999 – May 2001
	Euromark Ventures Sarl (French Co. _A Branch in Iraq) 

· Executive Assistant

· Manage correspondences with ministries and foreign companies. 

· Support the managers with administrative functions 
· Get tenders, making technical and commercial offers.

· Follow up and obtain contracts under the memorandum of understanding between Iraq & UN (MOU).

	March 1998 – Dec. 1999
	Al-Bait bureau for Computer Services (Iraq)
· Office Manager  

· Microsoft office Class Instructor 

	April 1994 – Oct. 1996
	· Al-Bilad Trading Co. (Iraq)
· Company's Attorney 




	Skills  


 IT literacy in Windows and MS office
 Good telephone manner 
 Advisory experience 
 Effective communicator with excellent verbal, written and analytical skills 
 Ability to work on own initiative as well as able to work effectively within a team 
 Flexible and able to adapt to changing priorities 
 Able to manage workload effectively and ability to meet deadlines 
 Possess a motivated and positive attitude

 Ability to analyze Commercial, Civil Laws and Contracts.

 Excellent Knowledge of MS Office applications (Word, Excel, PowerPoint & Microsoft Outlook)

 Good Communication and interpersonal skills (English & Arabic).

 Filing System & Documentation.

 Web Designing.

