                                    E-mail: roopa.12529@2freemail.com  

CAREER OBJECTIVE

Aspiring for a suitable position in a growth oriented organization where my experience as a Lawyer and Office administrator can be utilized for a mutually beneficial growth.

PROFILE IN BRIEF                  
· Experienced in drafting of legal documents and conducting of various kinds of litigation.

· Knowledge of MS Office, Internet.

· Responsible hardworking, aptitude for learning new things, friendly and pleasant.

EMPLOYMENT AND NATURE OF WORK DONE

JOB PROFILE IN UAE (Working in Dubai for last three years)
Presently working as In House Lawyer (Corporate & Commercial) with 4Power Info com FZ LLC, (a reputable IT Infrastructure Solutions Provider) Dubai Internet City.
Job Responsibilities

· Review of agreements and documents 

· Prepare and draft all types of Agreements, Contracts, MOUs, and NDAs etc and pursue with it till signing.
· Negotiate Contractual terms with business partners, service providers, suppliers, clients, sub contractors and customers.

· Advise management on matters related to Contracts and on the application and interpretation of laws

· Assisting the group in setting up companies in Free Zones including preparation of legal documentations such as Share Holders Agreement, Memorandum and Articles of Association. .etc

· Liaising with Free Zone Authorities and other legal firms.

· Dealing with the legal matters of company’s sister concerns established internationally.

Worked as Legal Coordinator (temporary) with Kanoo Group

Job Responsibilities

· Administration of the legal department along with the coordination of the Department with law firms and various other companies. 
· Preparation of various legal documents and checking drafts
· Assisting the legal Manager in his work

· Checking the legal forms and legal documents and abridging it to fit the need.

· Preparing Correspondence

· Conducting research on the relevant legal issues
JOB PROFILE IN INDIA

Practiced as advocate before the Honourable High Court of Kerala, India from April 1998 to 2005

Job Responsibilities

· Preparation of Writs, Counters, plaints, Written Statements, Interlocutory petition Affidavits etc for submission in High Court and relevant lower tier courts.
· Drafting deeds and contracts for companies and personnel.
· Conducting witness examination and arguments in various type of cases in High court, District Courts, Labour Tribunal, Debt Recovery Tribunal etc 
· Legal Advise

· Supervising junior advocates;

· Liaising with clients 

· Maintaining, Organizing and Filing of litigation files and related documents.

· Daily administration of the office.

Also assisted several governmental organizations such as State Financial Corporation, Banks, Steel authority, Seri fed etc. by providing legal advice in respect to their litigations and such related matters. 

	Educational Qualification
	Bachelor of Law (LL.B)   Government Law College, University of Kerala, Kerala State, India in the year 1998.

Bachelor of Sociology (B.A) Mahatma Gandhi College, University of Kerala, Kerala State, India in the year 1995                         



	Computer Proficiency
	Completed course on C++ and Oracle                                                                  

 Excellent Working Knowledge on MS Office   packages, SharePoint, Internet   



	Languages Known
	English, Hindi, Malayalam and basic Arabic



	Personal Information


	

	
	

	Nationality
	Indian

	Date of birth                                      
	20/05/1975

	Visa Status                                        
	Husband’s Sponsorship

	Availability
	Immediate


Reference  
To be provided upon request.
I solemnly declare that the particulars given above are true and correct to the best of my knowledge and belief.

ROOPA 

