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Legal Assistant ~ Business Development/Human Resource Executive [image: image1.wmf]
Results driven and committed professional with 8+ years of experience in Administration, HR, Customer Service, Planning and Training & Development. Exceptional ability to work & liaise with management, other departments, staff and clients at all levels. Multitasking with strong ability to analyze business requirements & importance of tasks and set the priority to ensure bottle-neck free operations. Professionally draft & review business related documents, correspondence letters and reports. Dexterous in planning and organizing travel, meetings & conventions. 
Prepare & distribute agendas and minutes for meetings. Proven expertise in providing human capital management solutions including policy/procedure administration, recruiting/hiring practices, personnel development. A forerunner for instilling superior customer service standards while focused on continuous improvement. Drive sales personnel to accomplish targets. Honest, ethical & discreet - committed to maintaining an efficient and positive work environment. A dependable and trusted leader with exceptional communication, problem solving, analytical and interpersonal skills.  
AREAS OF PROFICIENCY
	MIS/Documentation
	Training and Development
	Validating Expenses

	Process Flow Chart
	Resource Management
	Record Management

	Database Updating
	Contract Management
	Enhance Employee Performance

	Cross Cultural/Functional Coordination
Good Time-keeping
Dairy Management
	Customer Centric/Multi Tasking
Team Player

	Client Relationship
Attention to Detail
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PROFESSIONAL WORK EXPERIENCE
 Legal Consultant/Office Manager at LLC, May 2015 to Current
· Perform various Administrative and clerical tasks. Also provide high level legal administration support to the Partners and Lawyers and cover the role of Legal Support.
· Day to day admin support to the Head of Legal and lawyers.
· Organizing flights and accommodation for business travel.
· Managing Dairy for travel and meetings for lawyers. 
· Modifying and editing of legal contracts and Amending and typing up documents and presentations in Word, Excel and PowerPoint.
· Stamping of approved contracts.
· Keep cases organized online and physically by establishing and organizing files.
· Liaison with other departments to close pending cases.
· Responsible for working on Audit Recommendations for Legal department.
· Maintain Confidential Corporate documents record.
· Providing Confidential Administrative support.
· Revising and Updating the Corporate Portal as and when required.
· Assisting with visa and work permits processes for the legal team. 
· Handling other Office Management duties.
Legal Assistant - Legal, Al Futtaim Group, December 2007 to October 2008
· Assumed responsibility for modifying, drafting, securing contracts in line with related DOA, interfacing with key stakeholders in head office on contract approval and monitoring contracts awaiting approval.
· Compiled transmittal notes to monitor the documents, flowcharts and other documents. 
Project Administrator - STS, Al Futtaim Group, April 2006 to July 2007
· Took ownership for organizing meeting rooms prior to meetings, participating in meetings, preparing minutes of the meetings, circulating them on approval and pursuing on the minutes. 
· Oversaw travel/boarding arrangements. 
· Assumed responsibility for various facets of project rollout including developing project plan, ensuring project personnel confirm their time slots, supporting project stakeholders on their needs.   
Central - Service Coordinator, Van Gogh Banking, ABN Amro Bank, August 2005 to March 2006
· Handled day to day administrative work functions. Provided support to senior management in organizing events/sending gifts on special occasions to clients such as VGPB among others.
· Interfaced with Customer Service Officers in providing deals and Buy/Sale Orders. Actively involved in arranging the induction pack, developing MIS (Risk Profile Questionnaire (RPQ) and managing NRI Overseas Desk.
Office-Admin/Sales - Credit Cards, Citibank, January 2004 to August 2005
· Developed and streamlined administrative procedures. Compiled confidential reports, business correspondences, 
· Coordinated on establishing agendas/minutes of meetings for multiple departments. Ensured all confidential client information was updated and maintained in a file.
· Received update on status of application from the Credit Analyst in Citibank. Updated and maintained information related to HR functions for all employees. 
· Conducted interview to recruit the most appropriate candidate. Provided support in revising and maintaining the salary structure.
· Interfaced with sales personnel to assess their weekly performance and establish their sales targets.
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COMPUTER PROFICIENCY
· MS Office.
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ACADEMIC CREDENTIALS
· Bachelors in Business Administration, the International University of Missouri, 12/09/2000 - 09/12/2002.

