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Krishna.222428@2freemail.com                   
	Admin & Secretarial, Legal Professional with, excellent communication, leadership & people management skills
Objective 



Seek challenging & rewarding career in a well reputed organization where enthusiasm, motivation, commitment, & honesty are the prerequisites in driving the organization ahead.
	Work Experience

	Dubai World Dubai, UAE                                                                                                                        (From Sep -2011–Present)
Working as Contract Executive for World Security a subsidiary of Dubai World
(Reporting to Contract Manager& Director)

Key Deliverables:

· Accountable to Manager, Director and CEO
· Interpret legal issues and foresee possible outcome of a contract including preparation of legal documentation     and vetting documents
· Contracts Management: Between suppliers, customers and service receivers etc
· Drafting and vetting Contracts, Addendum, and Extensions
· Keep track of agreements which expire and based on business need initiate steps to renew or enter into new agreements
· Coordination and support Operations, HR & CRD
· Liaising with Group Legal Department functions
EMIRATES TRANSGUARD Dubai, UAE                                                                                            (From Sep -2007–Aug 2011)
Working as Contracts Coordinator
(Reporting to Group Director/Director)

 Key Deliverables:

· Accountable to CEO, Group Director ,Director, Business Relationship Manager

· Interpret legal issues and foresee possible outcome of a contract including preparation of legal documentation     and vetting documents. 

· Contracts Management: Between suppliers, customers and service receivers etc. 

· Drafting and vetting Contracts, Addendum, and Extensions.
· Keep track of agreements which expire and based on business need initiate steps to renew or enter into new agreements.

· Coordination and support Legal Department 

· Serve as the secretary for the Legal Department Group Director ,Director, including answering incoming telephone calls, taking messages, screening calls and visitors, etc

· Liaising with Legal Department functions; do simple research and compile data for reports and other materials

· Provide assistance to Managers in relation to the service contracts. 
· Perform clerical duties such preparing, filing and distributing mail, type letters, reports, memoranda, legal opinions, legal correspondence, motions, briefs, and other legal and non-legal documents.

· Prepare pleadings and legal notices connected with trial preparation and discovery; proofread for accuracy, correct form, content and proper English usage

· Provide assistance to obtain insurance for vehicles and service insurance by liaising group insurance dept.

· Provide support to group director to make effective decisions

Main Activities:

· Maintain confidential records and files

· Maintain records of decisions

· Arrange for payment of honorariums

· Research and assist with the preparation of motions, policies and procedures

· Review and edit reports to the Board

· Prepare agendas for Board meeting

· Attend board meetings

· Record minutes and submit minutes for approval

· Perform other related duties as required.

Training & Projects :

· First 3 months initial Training with ATM machine engineers.

· Study the normal problems are happening during the cash replenishment time.

· One month Training in Commercial Bank of Dubai for ATM Reconciliation.

· It includes ,how to balance ATM with G/L

· Checking & verifying the each & every transaction of journal with B.O report

· Project , to start the Commercial Bank of Dubai’s 75 ATM’s G/L Balancing in Recon Office with the Bank Software
· Worked in Cash Management Center (CMC) & perform other bank support services 
· One month Training in ADCB & two months in CBD Br. for ATM Reconciliation.
· It includes ,how to balance ATM/CCDM with G/L
· Checking & verifying the each & every transaction of journal with B.O report.
·  Training from NCR error codes

· The Project is, Centralise the 300 ATMs to ADIB & CBD Head Office & understanding the business nature & risk 

                      Emirates Transguard is currently having 107 Renowned clients holding total 2500 ATMs and CIT customer in concern to the service of CIT and VIT in all over UAE, with a deed of exclusive service authority.

Best India Computer (P) Ltd. Kottkkal                                                                                                (July 2003 – Sep 2007)

Manager(LEGAL) (Reporting to  M.D)

Key Deliverables:

·  Drafting & vetting Contracts, Agreements.

· Keep track of agreements which expire & based on business need initiate steps to renew or enter into new agreements.

· Drafting legal / commercial documents. 

· Different types of agreements. 

· Representing company in Courts for the necessary court procedures.

· Interpret legal issues & foresee possible outcome of a contract including preparation of legal documentation & vetting documents. 

· Contracts Management: Between suppliers, employees, customers etc 

· Maintain MIS to all legal related work

· Handling of legal queries received from Help Desk, Customer Care

· Handling of Branch Queries related to various matters like transmission of funds & securities.

· Experience in Labor Laws, Non – Litigation matters like preparation of Leave & license Documents, Sales Deeds. Agreements for purchase & sales.

· Ensuring compliance with all Firm Law provisions, & Legal requirements for the Firm

· Monitoring changes in relevant legislations & regulatory environment impacting the  Firm, & suggesting for taking appropriate action

· Vetting & drafting of all legal letters, notices & agreements relating to all vendors, customers, employees.
Trainings  & Projects:

· First 3 months branch visits. 

· Training period study how branch operations are being commenced & impact on services & customer.
· How to solve the initial problems which were facing customers & contracted parties.
· Project was to prepare a code of conduct & welfare of the staffs.  
Best India Computer is a Pvt Ltd Co having 7 branches doing computer sales & service, Service & maintenance of leading branded Computer from all over the world.

District Court .Calicut                                                                                                                      (July 2003 – Sep 2007)

Private Attorney  (Reporting to Senior Attorney)

Key Deliverables:

· Drafting Legal Complaints.

· Filing Complaint in the Court of Law.

· Presenting the case before Court of Law.

· Representing the client & defending him in legal fight in Court of Law.

· Field of Advocacy
· Contracts

· Family Laws

· Lab our Laws

· Criminal Laws

· Civil Laws

· Motor Accident Claims & Insurance

· Manage/Advice clerks/Clients & pursues legal documents before filing to the court.
Trainings  & Projects:

· Court visits

· Vetting of Contracts & Filing documents of complaints & grievance for the clients towards the courts
· Being commissioners on appointment by the court of law for various cases.

· Project was intended to be familiar with the court procedures & acquaintance of various laws & rules for effective Advocacy.
District Court is a part of Indian Judiciary with the head as the district court & having subordinate magistrates & munsiffs in accordance to the various civil & the criminal courts established along with family & MACT (Motor Accident Claim tribunal), Labour & consumer courts.




	Computer Skills & Softwares Proficiency


	· Microsoft word,  excel, outlook, PowerPoint  internet browsing


	Highlights of Education 


	
National Institute of Business Management Chennai, India.
	
2010
	
Master of Business Administration (MBA)



	
Calicut University Kerala, India.
	
2003
	
Bachelor of Law (LLB)

	Calicut University Kerala, India.
	2002
	Bachelor of Arts (Law)

	Certified International Commercial Contracts Manager (CICCM)
	2014
	Certified International Commercial Contracts Manager 


	 Core Competencies


· Adaptable to new concepts & responsibilities & proficient in handling diverse tasks simultaneously

· Developed interpersonal skills, having dealt with a diversity of professionals, clients, & staff members

· Self-motivated, able to implement decisions & set effective priorities to achieve both immediate long-term goals

· Willingness & ability to work in, & successfully manage within, conditions of uncertainty, risk, change, & interdependence

· Skills to work individually within a cross-cultural team setting & responsibility to lead in an ethically & socially acceptable manners

· Team oriented approach with motivation as a basic tool in achieving organization’s targets

· Adjust priorities & manage time wisely in a fast paced environment

	Languages Known


· English – (reading, writing & speaking)


· Hindi –    (reading, writing & speaking )
· Malayalam-(mothertoung)
	 Declaration


I hereby confirm that the information detailed out in this resume is true up to my knowledge & belief.

Krishna Kumar
UAE
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