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  
CAREER OBJECTIVE
To work in a challenging and stimulating environment which provides me with the opportunity to use my knowledge and experience appropriately in order to flourish within any given position that I may encounter, while absorbing any and every experience along the way and further enhance my professional skill set in accordance with organisational objectives.

  
EDUCATIONAL QUALIFICATIONS
· A Commerce Graduate from Mumbai University, India.
  
QUALITIES
· A good demeanour with a pleasing disposition.

· Analytical decision maker with excellent problem-solving skills.

· A strong work ethic combined with a commitment to excel in all projects undertaken.

· Proactive and self-motivated.

· Excellent communication and interpersonal skills.

· Last but not the least, a Team facilitator yet demanding & forceful with a “can do” “get it done” attitude.  

  
PROFESSIONAL SKILLS

· Excellent in document production and power point presentations

· Microsoft Office applications 

· Microsoft Office Outlook.

· Knowledge of 3G ELITE and PC Law Billing systems

· Good Networking skills.

  
AWARDS AND RECOGNITION

· Trophy for “Role model of Professionalism and Commitment” awarded by former employer Al Tamimi & Co during annual “Employee Recognition Awards” in May 2013.


WORK HISTORY

Mar. 2014 - August 2014
Legal Assistant in Corporate Department at Fichte & Co. Legal Consultancy, a German law firm with presence in the Middle East.  Duties consisted:

· Preparation of internal and external documentation, including editing and amending a variety of legal contracts and agreements.

· Preparing presentations, flow charts and reports, ensuring conformity with house-style.

· Reviewing emails and correspondence received by the Associates and acting on issues within purview.

· Communicating, corresponding and coordinating with existing and new clients on behalf of the Associates.

· Following up with Associates for timely responses to clients regarding their legal requirements.

· Providing assistance for establishment of Companies in Dubai, including freezone set ups and liaising for obtaining licenses for these.

· Maintaining original Licenses, incorporation documents and other such important documents in safe custody and providing assistance for timely renewal of these.

· Arranging and coordinating internal and external meetings, diarizing these, making meeting arrangements. 

· Liaising with potential clients, providing fee quotes, conducting conflict checks, KYC and AML checks, preparing Letters of engagement for execution by clients, liaising with Finance Department for expediting invoices to clients for professional fees and disbursements and opening and maintaining case and other related files.
· Recording time for Associates in “PC Law”, the legal billing software package. 

· Dealing with the monthly billing procedure, editing and finalising time narratives and liaising with Finance Department for generation of invoices. . 

· Checking receivables and follow up with clients for outstanding payments. Tracking schedules for payments. Liaising with Finance Department on discounts and write-offs as negotiated with clients.

Mar. 2007 - Mar 2014
Executive Secretary in Corporate Commercial Department, assisting Senior Legal Associates at Al Tamimi & Company, a leading law firm in the Middle East.  Duties consisted:

· Preparation of internal and external documentation, including typing and amending a variety of legal contracts and agreements.

· Preparing presentations, flow charts and reports, ensuring conformity with house-style.

· Reviewing emails and correspondence received by the Associates and acting on issues within my purview.

· Sorting mailboxes of lawyers, filing emails and documents in the electronic document management system. 

· Communicating, corresponding and coordinating with existing and new clients on behalf of the Associates.

· Arranging and coordinating internal and external meetings, events and conferences, diarizing these, Coordinating with administration regarding travelling arrangements.  Expediting expense claims of lawyers.
· Audio typing.

· Recording time for Associates in legal billing software package “3G Elite”. 
· Handling extensive monthly billing procedure involving review, edit and finalisation of proforma invoices, generating invoices and emailing and couriering these to clients. 

· Checking receivables and follow up with clients for outstanding payments. Tracking schedules for payments.  Expediting offsets, write-offs, discounts as negotiated with clients.

· Liaising with potential clients, conducting conflict checks, ensuring compliance with stringent DIFC regulated AML and KYC procedures, preparing fee proposals and letters of engagement for execution by clients and opening and maintaining case and other related files.
· Acting as cover for team leader and other colleagues from the team when needed.
May 2006 - Mar. 2007

Office Administrator, Matteograssi Middle East General Trading L.L.C, Dubai, A high end Italian leather furniture Company.  Duties consisted: 

· Assisting the CEO in planning business strategies. 

· Creating and maintaining database of clients, suppliers, designers. 

· Coordinating and networking with existing and prospective customers for product promotion.

· Communicating, corresponding and coordinating with business associates. 

· Documentation and processing of Tenders and pre-qualifications.

· Preparation of Quotations, technical sheets and related presentations and materials. 

· Creating and maintaining library of catalogues, brochures and soft copies for products and services related to furniture industry. 

· Established, maintained, processed, and updated files and record of documents;

· Book Keeping, accounts and preparation of relevant statements.

· Purchase of Capital & Consumables related to Office Administration.

· Co-ordinating activities for trade exhibitions and fairs, issuing invitations and preparing data, presentations and other related literature. 

· Scheduling, diarizing appointments and travel bookings.

Feb. 1987 - April 2005
Various Departments as enumerated under in IBP Co. Ltd, Mumbai, India, A Century old British Oil Company (merged now with Indian Oil Corporation) the corporate giant in Oil sector in India.  
●
May 2003 - April 2005: Assistant Manager Retail Marketing.  Duties consisted:
· Assisting HOD in developing new marketing strategies on retail initiatives including plans covering all aspects viz. market research, advertising, public relations, promotions events and sales initiatives.

· Compiling monthly and weekly sales data collected from Regional Offices.

· Networking with support agencies, strategic partners and govt. agencies.

· Competence building through training programmes for Company personnel and dealers; coordinating and liaising with training institutes/ faculty; feedback from participants for improvement in programme contents.
●
May 1999 -May 2003: Asst Manager (OLI & Administration).  Duties consisted:

· Implementation of official language in Company as per Govt. rules.

· Acting as interface between the Company and Parliamentary Committee during Official Language Implementation (“OLI”) Inspections; attending meetings and conferences; organising training workshops and seminars; arranging meetings to review implementation targets as per Govt. regulations.
· Processing data pertaining to payroll of employees and co-ordination with statutory bodies like Income Tax, Provident Fund, Employee State Insurance Corporation.

· Processing Medical and Hospitalisation claims of employees under the western region.

· Upkeep and allotment of accommodation at Transit flats, Guest Houses and Holiday Homes of Company.

●
April 1995 - May 1999: Officer (Administration Services).  Duties consisted:

· Coordination with hotels for accommodation and finalization of tariff plans.

· Clarification and interpretation of service rules to employees.   

· Co-ordination with outside agencies for finalizing contracts and agreements such as hotel stay, cars hire, air/rail bookings and nomination of hospitals and panel of doctors.

●
April 1993 - April 1995: Data Co-ordination Officer.  Duties consisted:

· Nodal  point  in  company  for  networking  through electronic data system established by  Oil  Co-ordination  Committee and  Ministry of  Petroleum & Natural Gas for exchange of data between Oil Companies and Ministry.   

●
Feb. 1987 - April 1993: Communications Officer.  Duties consisted:

· Front Office hospitality, Co-ordination and Communication between Company and clients/business associates.

Jan 1985 - June 1986         

Secretarial Assistant to CEO, K Raheja Group of Companies, a leading construction company in India.  Duties consisted:

· Typing, correspondence and all other Secretarial functions.

· Providing assistance in recruitment of staff through perusal of CVs and preliminary screening of potentials.

· Communicating at various levels of Administration.

· Arranging and coordinating meetings and conferences.

May 1983 - Nov 1984 
Receptionist-cum-Telephone Operator, Nahar Group of Companies, A reputed construction house with construction activities spread in India and abroad, including Dubai.  Duties consisted:

· Front Office hospitality, Co-ordination and Communication between Company and clients/business associates. Maintenance and upkeep of office premises.
  
LANGUAGE COMMAND

· English.

· Hindi

· Sindhi

· Marathi

  
EXTRA CURRICULAR ACTIVITES

· Participated in essay competitions and in stage functions in school, college and annual days in IBP/IOC.
· Rendering service to NGOs and individuals engaged in social and community causes. 

  
REFERENCES

Available on request.
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