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OCT 2007 TO APRIL 2009

DEPARTMENT: LEGAL& COMPLIANCE
POSITION HELD: COMPLIANCE ASSISTANT [CORPORATE]
REPORTING AUTHORITY: VICE PRESIDENT

JOB RESPONSIBILITIES:

· Processing and Execution of Sale and Purchase Agreements

· Pre-execution procedure related to agreements.

· Compliance Approval.

· Agreement Compliance Report.

· Warehousing and safe custody of the documents under the Document tracker system.

· Inventory of the agreements of various projects systematically.

· Dealt with projects in Dubai, Jordan, Lebanon, Iraq, Qatar and Saudi Arabia.

· Associated Departments-Client Relations, Contracts, Legal, Mortgage, Sales Admin, Credit Control.

· Dealt with Assignment, Transfers and Direct Release Cases.

· Assignments related to Cancellation and Termination.

· Scrutinizing the legality and validity of the documents under the relevant laws of GCC and at the international platform.

· Approval under the MIS (Management Information Systems)

· Procedures relating to Mortgage and issuance of Release and undertaking, Lien Letters.

· Legal drafting and scrutinization of Power of Attorney, Non-Disclosure Agreement, Confidentiality Agreements.

· Preparation of Plot Payment Compliance Report.

· Plot Agreements Report.

· Presentation of Organisational Chart related to Company Formation, transfer of shares and the proposed shareholders and follow up of the same with regards to issuance of commercial licence.

· Progress chart with regards to company minutes.

ACHIEVEMENTS:

· BEST PERFORMER FOR THE MONTH OF MAY 2008.

· MORTGAGE ADVISORY MOMENTUM.

II- ADV.K. RAMACHANDRAN [RETD. DIST. JUDGE]& ASSOCIATES, HIGH    COURT OF KERALA - COCHIN, India

Oct 2006-April 2007 

Position Held : Legal Assistant

Worked in chambers and also attended Court proceedings. In chambers, researched various matters in several different areas of law, wrote up briefs upon various matters pending judgment. Was involved both at research work in the offices of the firm, and also some court work. Had a tremendous opportunity to pick up, on the one hand, practical research skills in several various areas of law, at one of the most respected law firms in Cochin with a diversified practice.
Major areas of work included:

· Extensive research into Writ Petition Law and Public Interest Litigation, particularly procedural matters such as locus standi of interpleaders, delay and effect thereof, and substantive matters such as judicial discretion under Article 226 and the like.

· Research in the area of administrative law, particularly with regard to administrative discretion in termination matters.

· Corporate Law: Company meetings, AGM, Director’s Duties.         

· Corporate Litigation procedural matters, etc.

· Cheque Dishonour

· Contractual matters including lease validity, etc
· Arbitration.
	INTERNSHIPS


 ADV. K.P ANIL KUMAR & ASSOSCIATES - CALICUT, India    

Jan 2005 - Feb 2005

Position Held : Legal Researcher

Researched extensively, drafted and attended court for Criminal matters and Civil matters, in areas of Negotiable Instruments, Motor accidents claims. Attended matters in the District Courts. Did extensive research on the law relating to Negotiable Instruments Act, Criminal Procedure Code, Indian Penal Code, etc. Attended client interviews and assisted in briefing of counsel.
ADV. K. SUNNY MATHEW & ASSOSCIATES - HIGH COURT OF KERALA, COCHIN, India     

JAN 2006 - FEB 2006

Position Held : Legal Assistant.  

Researched extensively, drafted and attended High Court for matters in areas of Constitutional Law. Primarily engaged in due diligence work, Drafting writ petitions, complaints and bail applications. Was engaged in drafting of Legal opinions. Worked on matters relating to Arbitration, Company Law, Consumer Protection Law, Contracts, Insurance Law and Constitutional Aspects of Taxation.

	Computer and Electronic Research Skills


· Proficient with Windows based Programs, including word processors and use of the Internet. 

· Proficient in use of Jstor and Manupatra.

· Acquainted with the Westlaw database. 
	ACADEMIC CREDENTIALS


· National Law School of India University, Bangalore - Pursuing Masters in Business Law, due for completion in 2010

· B.A. LL.B. (Hons.) - Govt Law College, Calicut (Calicut University)

· Higher Secondary Education - Gulf Model School, Dubai, U.A.E

· Secondary Education - Gulf Model School, Dubai, U.A.E

	CAREER SKILLS


· Willing to take up any challenging opportunities and gain expertise

· Ability to work under pressure and adhere to deadlines.

· Dedicated, disciplined, hardworking and well-organized

· Ability to sustain cordial relations with clients.

· Good command over the English language.

	POSITIONS OF RESPONSIBILITY


· Convener, of the National Moot Court Competitions all through my Four years at Govt Law College, Calicut 2000-2004.

· Convener, of the organization of State Human Rights Commission Seminar at the Govt Law College, Calicut - Dec 2005
	National Moots


· Adjudged Best Student Advocate at Govt Law College, Calicut during the period 2003-2004

· Appointed as the Researcher at the All India Moot Court Competition organized by Bangalore Institute of Legal Studies, Bangalore -Oct 2003.Dealt with issues relating to Fundamental Right to Strike, Jurisdiction under the Indian Constitution.

· Speaker, All India Moot Court Competition organized by Kerala Law Academy Law College, Thiruvananthapuram-Feb2004.Dealt with issues relating to Minority Educational Institutions, Delegated Legislation under Administrative Law and Doctrine Of Proportionality.

· Researcher, All India Moot Court Competition organized by School of Indian legal Thought, M.G. University, Kottayam - Feb 2003. Dealt with issues relating as to how far International Law can be complied at the Domestic Level, and Official Secrets Act. 
	RESEARCH PROJECTS UNDERTAKEN


· Liability on Dishonour of Cheques.

· Duties of Care and Skill of Company Directors.

· Right to Strike-A Critical Analysis.

· International Environmental Law and its Compliance at the Domestic Level.

· Arbitration-An Alternative and Efficacious Remedy.

· Right of Privacy vs. Freedom of Individuals.

· Prisoners Right of Reform under Article 21 of the Constitution of India.
	STRENGTHS


· Good Analytical, Interpersonal, Communication Skills. 

· Self-motivated, independent problem solving attitude 

· Willingness to learn

· Ability to set goals and targets, meet deadlines and work under pressure

· Ability to grasp new concepts with minimal efforts

· Self Starter and Versatile
	PERSONAL PROFILE



Date of Birth:
          19th August 1981

Nationality:  
          Indian

Languages Known:
English, Hindi and Malayalam

Sex/Marital Status:  
Female, Married

Visa status:     
          Visit (Transferable to Husband visa)

