Hajar
• E-mail: hajar.146260@2freemail.com  
Objective:   Pursuing a challenging position of Personal / Legal Assistant to deliver my high-level

                    legal skills and strong competencies of legal consultancy, administration and

                    coordination to make a meaningful and result-oriented contribution to the consultancy.

Profile:       Highly efficient legal assistant with extensive knowledge of the administrative and secretarial  procedures in a legal environment. Extensive experience and understanding of laws, legal codes, court procedures, precedents and government regulations. A strong team player with excellent client facing and configuration skills. 

Now looking forward to a making a significant contribution in a company that offers a genuine opportunity for progression.

PROFESSIONAL EXPERIENCE
Samsung C&T Corporation
                                                         
08 Sep 2012- To date 
LEGAL CONSULTANT

Responsibilities

· Researches and Drafting articles on many subjects in accordance with the specific department.
· 
Providing general legal administrative and secretarial support to the legal team.
· Writing replies to points of dispute with clients.

· Reading case files and discuss points of law with senior colleagues.

· Attending client meetings and took clear and concise attendance notes.
· Assisting with the drafting & amending of legal documents. . 
· Acting as a liaison with outside law firms. 
· Preparation of documents for court hearings, trial, arbitration & mediations.

· Review legal publications and perform database searches to identify laws and court decisions relevant to pending cases.

· Submit articles and information from searches to senior colleagues for review and approval for use.

· Mail, fax, or arrange for delivery of legal correspondence to clients.
· Organize and maintain law libraries, documents, and case files.
· Monitoring changes in the business legislative and regulatory environment.
STROHAL LEGAL GROUP, UAE (RAK)                                                                      01 Jul 2011-30 Jun 2012   
LEGAL CONSULTANT
Responsibilities
· Draft and review contracts such as sales, purchase , supply agreement, MOU, disclosure agreement, distribution agreement, etc.
· Draft and review addendum of articles of association and power of attorney and its attestation before public notary and all concerning government department.
· Draft and review shareholders minutes of meeting and resolutions.

· Translate documents from Arabic or French to English and vice versa.
· Follow up litigation cases before courts and external lawyer and provide our external lawyer with accurate documents for argument.
· Support the clients with legal information concerning the articles of association and all/any other legal requirement.

· Monitor the expiration and validity of all legal documents including companies’license, agreement and leases contracts and keep all such documents updated.
· Proofreading of documents including contracts, agreements.

ALMALAKIGROUP COMPANY, Doha (Qatar)                                                           01 Sep 2010-30 Agu 2011
LEGAL MANAGER

Responsibilities
· Manage all legal aspects of the company and its branches reference to national and international standards on all legal plans (corporate, commercial law, tax law, labour law, etc). 

· Assure a clear and stable legal situation between the company and Government Departments and Financial Establishments (Insurance companies, Banks).
· Legal Mediator between the company and customers, suppliers, in order to resolve problems and impart information.
· Supervising, researching and analyzing implication of case law, legislation, and regulatory matters that affect the company. 

· Advising and ensuring the business in compliance with the necessities of legislation. 
· Negotiate terms and conditions for products sales, warranties, commercial leases, reseller agreements, consulting agreements, and various other company wide contracts.

· Respond to customer complaints, resolve pre-litigation disputes, and mediate between them and the above company.
· Advise Board of Directors, handle corporate governance, and ensure regulatory compliance. 

· Drafte, negotiate, and finalize major contracts, including sales, warranty, power purchase, interconnection and nondisclosure agreements.
BELHAMAER GROUP LAW FIRM, TUNISIA                                                                              01 Oct 2009-30 Agu 2010                                                           
LAWYER
Responsibilities
· Draft, and review contracts such as (sales, purchase and supply).

· Develop strategy, arguments, and testimony in preparation for presentation of case.
· Represent client in court and before quasi-judicial and government department.
· Represent the company's management in the start up phase of the project and during the progress of the above.

· Conduct criminal and civil lawsuits.

· Gather evidence in divorce, civil, criminal, and other cases to formulate defence or to initiate legal action.
· Briefed and argued cases before the Tunisian Courts. 
· Interviewed victims and witnesses, prepared documents and organized information for court appearances. 

· Drafted motions, complaints, and discharge petitions for clients.

· Advising clients on legal issues related to Tunisian Laws, Regulations, Decrees, and constitutions.
PETROLIUM COMPANY (AFRICA ENERGY)                                                                            01 Oct 2008-30 Sep2009
LEGAL CONSULTANT

Responsibilities
· Implement projects in strict compliance with the laws in all related areas.
· Responsible for all legal aspects of society including knowledge of national and international standards on all legal plans (corporate, commercial, tax, labour law, etc). 
· providing a clear and stable legal situation between the company and other professional organizations (insurance companies, banks, ministries ...). 
· Mediator between the company and contractors, suppliers, banks, social organizations.
· Monitor the implementation of legislative acts by the expat partners, customers and staff.
· Responsible for providing legal advice to senior management team.
· Managed the duties of reviewing and drafting legal documents.
· Draft, negotiate, and finalize Consulting, Services ,Non-Disclosure Agreements, Amendments, Statements of Work, and Letters of Intent.
· Representing the company in negotiations and pre-contractual procedures.
· Delegated where appropriate using strong legal negotiation skills to strengthen implementation
and procedure of legal cases.
CHINEESE OIL COMPANY, MOURITANIA (BGP)                                                                  01 Oct 2007-30 Sep 2008 
LEGAL CONSULTANT

Responsibilities
· Advising the company management in the start up phase of a project and during  dispute settlements (negotiation, mediation, judicial proceedings ...).
·  Attending the agreements between the company and other parties (companies, employees, suppliers, customers). 
· Drafting all documents and contracts in accordance with national and international legislation.
· Ensuring compliance with legal requirements of the company .
· Assist the company in reaching an agreement and try to find solutions through negotiation and avoid the risk of conflicts.
· Responsibility for monitoring all legal disputes. 
· Follow procedures of employee's recruitment and drafting employment contracts.
· Negotiation company's agreements (purchase, leasing ...).
BELHAMER GROUP LAW FIRM, TUNISIA                                                                      01 Oct 2005 –30 Sep 2007
Trainee lawyer 

Responsibilities
· Represent clients in courts. 
· Drafting contracts.
· Following up litigation cases with our cooperative local law firms.
· Assisting to Audience.
· Reading and studying pending cases.
· Hearing witnesses and accused.
· District attorney in criminal proceedings.
· Researches and Drafting articles on many subjects in accordance with the specific department.
· Advising on Tunisian Law.
· Attended court trials with the clients (independently and together with other lawyers).
· Involved in the creation, registration of new companies. 


LAW FIRM JULE WELED FALL, MORITANIA (NOUAKCHOUT)                        01 Sept 1998–30 Sep 2005                                                                   
TRAINEE STUDENT

Responsibilities
· Applying techniques of negotiation, conclusion of agreements. 
· Performing review for all documents. 
· Investigating and determine the applicable law.
· Selecting and implementing proper legal solutions.
· Draft contracts (purchase, sale, lease…).
· Collected evidence, conducted research and interviewed clients as well as witnesses.
· Preparing correspondence and other records. Conferred with interested parties to resolve problems and impart information.
· Research and analyze complex legal questions and issue and prepare confidential legal memoranda, court papers, and briefs for administrative, trial, and appellate proceedings.
· Preparing legal opinions and researches on legal inquiries in various law  . 

SECUREM COMPANY, TUNISIA                                                                            01 Jan 1993-30 Agu 1998
Legal secretary
· Responsible for all company legal secretarial functions, duties and responsibilities, including drafting of pleadings and professional correspondence.
· Providing advice to colleagues and senior managers on legal matters. 
· Liaising with external regulators, solicitors and auditors. 
· Keeping the client database up to date as well as tracking processes. 
· Organizing and maintaining law libraries,documents,and case files.

· Preparing agendas, compiling spreadsheets and preparing minutes of meetings. 
· Following up pending court cases & keeping a track of the latest court decisions. 
· Close & archive files & deeds in accordance with the Records Management Policy.
· Preparing court documents and going to court or Police cells with solicitors. 
· Managing and coordinating case papers & documentation for meetings as required. 
EDUCATION
June 2005      Gaston Berger University Saint-Louis, Senegal, 
                        Faculty of Law and Political Science.
                        Master degree in business law  

                        Diploma Thesis: The contract signed and transmitted by electronic means
Skills
· Resourceful problem solver with proven ability to bring quick resolution to challenging situations. 
· Self-starter with high level of initiative and dedicated to quality performance in all endeavours.
· Persistent and relentless in goal completion and results.
· Dynamic extroverted personality with oversight, supervision and management abilities as well as comprehensive and systematic approach to any task set by management.
· Exceptional organizational and time management skills as well as multitasking capabilities
· Well presented, punctual, confident and having the ability to provide all the general administrative requirements and legal assistance support .

· Organised, pro-active, self-motivated, efficient and flexible. 

· Effective interpersonal, written & oral communication skills in an international context.

LANGUAGES. 

· Arabic: Mother Tongue. 
· French: Fluent.

· English: Fluent. 
DATA-PROCESSINGS KNOWLEDGE

 
Broad skills in use of office software in general (word, Excel, Powerpoint, etc).
OTHER ACTIVITIES
· Since1995 to date 
             Member of the Theatre Amateur of Tunis.
· 1990 – 1995
             Instructor in summer camp in Tunisia.
PERSONAL DETAILS

· Date & Place of Birth: 18.09.1979 – Tunis.

· Nationality:  Tunisian.

· Marital Status: Single.

· Residence Status: Transferable.
· Availability: Upon Request. 
Curriculum Vitæ - Hajar                                                                                         Page  5 / 5

