Yasminne
Yasminne.105873@2freemail.com 
Attorney-at-Law
September 16th, 2009.

The Advertiser,
Dear Sir,

Application for a Suitable Post 

Your advertisement in the newspaper attracted my attention since I believe that I have the ‘proven skills’ that you are searching.

I am an Attorney-at-Law from Sri Lanka (English medium). I possess over 14 years post qualification work experience in legal, Contracts & Agreements, Company Secretarial including handling Company formations and acting as a Company Secretary, Human Resources, Administration, and Trademark matters in leading multinational Companies and Banks.

My last employment was as Legal Consultant at M/S Surridge and Beecheno Advocates and Corporate Consultants an International Law Firm based in Dubai. Since this brief description will communicate only a partial description of me I have enclosed with this a detailed resume of mine. I would appreciate an interview with you to assess the opportunity of being a part of your team and to contribute my fullest potential for the growth and welfare of your esteemed organization.

I display initiative in managing my own workload and could perform a multi duty role and I am a pleasing personality.
I feel that my experience and abilities are well suited for a suitable position and would welcome the opportunity to discuss with you how my work experience and skills would add value to your organization.

I look forward to receiving a favorable response from you at your earliest.

Thanking you in advance.

Sincerely yours,

Yasminne 
Attorney-at-Law 
RESUME
NAME


:   Yasminne
(Please note that I am residing in Dubai and possess a resident Visa (husband’s sponsorship))

Profile:

I am perceived as a hardworking person, good team player unafraid to take the initiative. I am a good communicator at all levels and I hope that my fourteen years experience in legal, Company Secretary, Administration, Trademark and Human Resources and my continuous striving to learn and develop my skills will enable me to develop my career preferably in the legal field.

Aspiration 

A key position in an established Law Firm or Group of Companies where I can contribute to give an excellent service to the best of my abilities by improving my knowledge and experience and in the same time fulfilling my own expectations as well as the expectations of the Firm/Company.
Professional experience
PRESENT EMPLOYMENT: 



SURRIDGE AND BEECHENO
(An International Law Firm of     Pakistan based in Dubai)
· Independently handling the law firm in Dubai on behalf of M/S Surridge and Beecheno, Advocates and Corporate Consultants.

· Incorporating Offshore and Free Zone Companies.

· Handling their multinational client’s Civil and Criminal litigation matters, drafting plaints, forwarding Legal Notices for money recovery, real estate  (RERA), Drafting Loan Agreement, Corporate and personal Guarantees, Pledges, Powers of Attorney, Wills, responding client emails, handling consultations etc.

PAST EMPLOYMENT: 

1. 






LALL & SETHI ADVOCATES

                                                (An International Law Firm of India)
Position: Associate                                         July, 2006 - March, 2009
Responsibilities include: 

· Independently setting up and was responsible for managing a Law Firm in Sri Lanka on behalf of M/S Lall and SETHI ADVOCATES 
· Handling their multi national client’s Intellectual property registrations, renewals etc of over 700 trademarks (both local & foreign) successfully followed up to the registration stage. 
Handling trademark matters which are in the main searches at the    Trademarks & Patents office, preparing bromides, gazetting, translations, drafting trademark Written Submissions, etc.
2) CONFIFI GROUP, Sri Lanka     
     December, 2001 to June, 2006
Position: GENERAL MANAGER LEGAL & CORPORATE (Reporting to the Chairman & the Board of Directors)

Responsibilities as the head of the Legal: 
· I advised the Board of Directors and the subsidiaries on all legal matters pertaining to the entire group
· Independently drafted and reviewed all commercial Contracts and Agreements, including Software and Hardware Licensing Agreements, maintenance Agreements, Partnership Agreements, Assignments, Memorandum of Understanding (MOU’s), Joint Venture Agreements. 
· Drafted deeds such as Lease Agreements, Powers of Attorney, etc. 
· Attended to Court work including Labour Courts and Arbitration (as instructing Attorney up to trial stage) 
· Incorporated limited liability Companies etc. 

As the head of the Company Secretarial Division of both private and 3 Public quoted Companies in the Group 
· Attended to all Registrars and Company Secretarial functions  including handling AGM matters and incorporating limited liability Companies including:  
· Advised shareholders
· Prepared Annual Returns, Share transfers
· Issued Duplicate share Certificates and maintained the Share Register
· Sent Notices & Agenda and prepared Board papers for Board Meetings of Corporate clients  attending Board Meetings and drafted Board Meeting Minutes
· Drafted Memorandum and Articles of Association for Company Incorporations 
· Attended to the regulations of the Colombo Stock Exchange and the Securities Exchange Commission and liaised with and Stock brokers
· Attended to change of name of Companies
· Prepared Board resolutions, etc.           

3) PAN ASIA BANK, Sri Lanka 

     June, 1995 to November, 2001
Position: Legal Officer   

· Prepared Agreements such as Consulting Agreements, Advertising Agency Agreement, Telex Agreement, Tractor Display Agreement, Underwriting Agreement, Addendum to Agreements, drafted Customs Bonds, Last Wills Transfer Deeds, Secrecy Agreements, Vehicle Loan Agreements, Distributor Agreements, Deeds of Rectification, Contractor’s Agreements, Service Agreements, Hire Purchase Agreements, Propaganda Van Agreement, Generator Lease Agreement, Execution of Mortgage Bonds and Mortgage Credit Sales Agreement and Piped Music Agreement.

· Prepared Caveats, Pedigrees, Priority Notices, Address Registrations, Affidavits, Shipping Indemnities, Insurance Guarantees
· I also handled  Insurance liaised with the Registrar of Motor Vehicles, Land Registry, Fraud Bureau and Employees Federation, Drafted Letters of Indemnity, Trust Receipts, Promissory Notes, Packing Credit Agreements, Letters of Credit, Bank Guarantees, prepared Letters of demand, Plaints, Proxies, Vehicle loan rules
· Perused legal documents for granting loans
· Designing and introducing new products for the Bank
· Advised on various legal matters Drew the attention of the management on various legal provisions.

As the Company Secretary
· Handled Insurance Liaised with Registrar of Motor Vehicles, Land Registry, Fraud Bureau, Employees Federation and the Municipal Council
· Coordinated with Company Lawyers and Prepared briefs for Counsels
· Attended consultations 

At the Human Resources DEPARTMENT

· Independently handled the Human Resources Department:  

                                               Conducting interviews, prescreening and staff  

         Recruitment
· Drafted Personnel policies
· Prepared Advertisements for vacancies, Posting new vacant positions in  web site
· Training and Development of staff to meet the   

                                       Company’s expectations 

· Prepared Job descriptions 
· Performance appraisal
· Job evaluations 
· Handled increments, Promotions & Transfers
· Attendance, Overtime & no pay

· Preparing offer letters 
· Staff circulars 
· Implemented new products for the Bank
· Supporting employees to apply for internal and external transfers to other subsidiaries

· Maintaining talent bank for all positions

· Prepared the Bank profile
· Conducted Domestic Inquiries
· Drafted rules and set up a private Employees Provident Fund Account
· Employees Trust Fund matters, 
· Organization structure
· Drafted Medical & Insurance schemes
· Staff welfare such as formulating a distress loan for staff, setting up a library for the Bank, drafted rules for the staff loans
Administration skills:

· I possess excellent communication skills in both verbal and written

· Excellent Computer skills (MS Office).   
· I possess supervisory skills 
· Handled correspondence independently
· Provided strong support to the management team
· Provided direction and guidance to other staff
· Well organized and managed the day to day administrative operations of the Company
· Dairy and office management system and management of office requirements
· Interacted with senior management

· Company formations 

· Handled all incoming and outgoing emails
· Maintained all confidential documents
· Managed general office administration
I hold a Certificate from the Law College in regard to the completion of INTERNSHIP during my 2nd year at Law School.

LEGAL SEMINARS AND CONFERENCES ATTENDED

· Seminar “Colombo Stock Exchange & Securities Exchange Commission” 

· Seminar on “HOW TO CONDUCT AN INQUIRY AND THE ROLE OF THE INQUIRING OFFICER”.

· Seminar on “Cost Reduction”

· The MARKETING CONFERENCE
· Seminar on “ELEMENTS OF BANKING” conducted by the FINANCIAL SECTOR INSTITUTE OF MANAGEMENT SERVICES.
· In – house Banking Training Course at PAN ASIA BANK 

· Seminar on the “CREDIT MANUAL” AT PAN ASIA BANK.

· Seminar on the “LAW OF ARBITRATION conducted by the COMMERCIAL LAW AND PRACTICE”

· Seminar on “THE LEGAL ASPECTS of e-Commerce, E-Banking and Data Protection of Developing countries such as Sri Lanka”.

· Seminar on “The Legal aspects of International Trade”

· Practical workshop on Conducting Arbitration proceedings”
· Workshop on “Winning Attitudes for Competitive Times”

· Seminar on “Employee Misconduct and disciplinary action”

· Seminar on “The Company Law and the effective Company Secretary”

· Seminar on “Legal Protection from Corporate Fraud and other Criminal Offences”

Memberships

·  Life Member of the Bar Association of Sri Lanka

·  Member of the Law Library, Sri Lanka

·  Member of the Law Society of Sri Lanka

·  Executive Committee Member of the Association of Corporate   

      Lawyers of Sri Lanka

·  Life Member of the Women Lawyers Association of Sri Lanka

I possess an International Driving License and is currently following classes to obtain my UAE License.

PROFESSIONAL 

QUALIFICATION
S
: Attorney-at-Law (Law College, Sri Lanka -Enrolled   

                             In 1995) 





 Notary Public 




 Commissioner for Oaths




 Registered Company Secretary
                                         Trademark & Patent Agent

Education: St. Bridget’s Convent (a leading girl’s school in Sri Lanka)  
Educational Qualifications  
· Obtained  Degree in Law                       (Certified)
· Passed G.C.E A/L Examination in 1987  (Certified) 
Personal Details: 

Date of Birth: July 31st 1968

Nationality: Sri Lankan

Marital status: Married 

Language known:  English (Fluent)

                               Sinhalese (Fluent)

Reference:  Available upon request.

I do herby certify above given information is true and accurate to the best of my knowledge. If given this golden opportunity to work for your reputed Organization, I will strive to do my best at all times. 

Thanking you,

Respectfully yours, 

……………………………………………………

YASMINNE
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