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Profile:

· 3 years’ PQE lawyer and Administrative Assistant
· Hands on experience in Contracts Law, U.AE real estate laws

· Effective drafting, client facing, communication and administrative support skills
· Bar admission and date: India, 24 December 2006 

Objective:


To work in an esteemed organization which exploits my inner talents and help me in emerging as a competitive professional, where in I can absorb maximum knowledge, grow and excel in the fast and dynamic industry by adding value to the organization and learning how to become a competent employee and hence serve the concern with all my dedication and perfection, to perform a task to the best of my ability. 

Career Summary:

ALMASAH INTERNATIONAL REAL ESTATE, Dubai, UAE

Legal Consultant and Office Manager (September 2007 onwards)

Working as junior in-house lawyer, focusing on diverse aspects of U.A.E Real Estate an Property Laws
· Negotiated and drafted Sales and Purchase Agreement, Lease Agreements.

· Negotiated and vetted Memorandum of Understanding (MOU), Joint Venture Agreements (JVA).

· Drafted Partnership Agreement and Agreement of Sale.

· Proof reading End-User contracts and other Legal Documents.

· Attend to client queries and concerns through e-mail and personal meetings. 

· Negotiated and vetted Employee manuals

· Negotiated and drafted confidentiality agreement and non-compete agreements 

· Manage the team in the absence of the Senior Counsel

· Handle day-to-day functioning of the team

· Maintain employee manual and handbook

· Manage internal administration and organized working of employees

· Schedule and coordinate meetings, interviews, appointments, events and other similar activities for the Senior Counsel, which also includes travel and lodging arrangements.
· Hold and preside over internal meetings on a weekly basis

· Coordinate and maintain weekly attendance and annual vacation records of team members

· Send weekly reports to the Senior Counsel and HR department 

SUKUMAR ASSOCIATES, Kochi, India

Legal-Admin Assistant (August 2006 – May 2007)

Leading legal consultancy and litigation house in Kerala (India), providing legal advisory services to Multi-national companies

· Assisted in negotiation and drafting of business transaction agreements involving IP, software, services, real estate, lease and vendors

· Negotiated and drafted Employment Contracts and Website Disclaimers
· Coordinate with various staff for operational support activities of the unit; serve as a liaison between departments and operating units in the resolution of day-to-day administrative and operational problems.

· Provide administrative/secretarial support for various departments/divisions such as answering telephones, assisting visitors and resolving a range of administrative problems and inquiries. 

· Operate desktop computer to compose and edit correspondence and memoranda from dictation, verbal direction and from knowledge of policies of established departments/divisions; prepare, transcribe, compose, type, edit and distribute agendas and minutes of numerous meetings. 

· Schedule and coordinate meetings, interviews, appointments, events and other similar activities for supervisors, which also include travel and lodging arrangements. 
· Assisted senior lawyers with arbitration and client counseling procedures 

ING VYSYA LIFE, Kochi, India

Financial Consultant & Advisor (March 2005 – September 2007) (Freelance)

· Cater to corporate clients and customers in regard to in depth description of the ING Vysya insurance policies.

· Incorporate the usage of effective communication skills to ensure client satisfaction.

· Attend incoming calls & solve queries on policies stated by the company.

· Interacting with customers from different nationalities and displaying strong adaptability skills.

· Review, analysis and validation of new product manuals to the ING Vysya standards.

Membership of professional bodies:

Member, Kerala High Court Bar Association, India, 2006

Member, Ernakulam Bar Association, India, 2006

Member, Bar Council of Kerala, India, 2006

Computer & Technical Proficiencies:

· Tools: Microsoft Office; M.S. Word; M.S. Excel; M.S. Power-Point; Applications Of Internet; Applications Of Sound Blasters & Cards; Applications Of Scanners; Light Trouble Shootinhg

· Operating Systems: MS-DOS, Windows 3.1, 95, 98, NT 4.0, Windows XP, 2000, 2003, Vista

Education and Training Details:

· Master of Business laws (MBL) candidate, 2007 – 2011, Executive program (part-time)  National Law School of India University (NLSIU), Bangalore, India

· Bachelor of Laws (LLB), Kerala Law Academy Law College, 2001 – 2006, 60% marks, Kerala University, Trivandrum, India   

· Insurance Regulatory Development Authority Certification (2005)

· Senior Secondary Certificate, from Naval Public School, Kerala, India. (2001)

· Secondary School Certificate, from Naval Public School, Kerala, India. (1999)

Personal Details:

· Gender: Female

· Date of birth: 02-11-1983

· Languages known: English, Hindi, Malayalam & Tamil

· Visa Status: Father’s Sponsorship (Residence)

· Driving License: Valid UAE Driving License

Interests & Other Activities:

· Aesthetic Works, Reading and Human Psychology

· Comparing, Organizing & Coordinating events & stage programs

· Organizing and competing in musical programs.

· Badminton and Volleyball
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