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	Margot.269822@2freemail.com 

	
	
	

	
	I am a friendly and highly motivated individual with strong organizational

	
	and interpersonal skills focused on efficient task delivery and positive

	
	client  experiences.  I  am  proactive,  flexible  to  changing  business

	
	requirements, able to work well on my own initiative and am a quick

	
	learner. My experience includes supporting law firm’s top management in

	
	meeting their challenging business demands which requires the ability to

	
	be proactive and prioritize effectively.

	
	WORK EXEXPERIENCE

	
	
	


EDUCATION

SORBONNE University (France) Law Distance learning degree 2014-2017

FSAIG (France)

Management Higher National Diploma

2012-2013

French Baccalauréat littéraire Literature

High School Diploma

2009-2010

SKILLS

English ★ ★★★★

Russian ★ ★★ ★★

French ★ ★★★★

WORD, EXCEL ★ ★★ ★ ☆

POWERPOINT ★ ★★ ★☆



2015 - 2016  Easy Redact, Paris
Executive director

· Transcript, audio files or manuscripts (French, English, Russian)

· Draft quotes , invoices and various letters

· Draft pleadings, conclusions , subpoenas, requests

· Draft contracts , reports...

· Creation of business cards, CV, flyers, help to manage an internet web site, agenda organization, book hotels and flights.

2013 -2015
Groupe IGS, Paris
Admin manager

· Answering incoming calls / emails and re-routing them to relevant parties

· Meeting and greeting visitors, students and teachers

· Organizing planning of classroom

· Managing teacher attendance register

· Collecting and distributing post

· Assisted school’s President (agenda organization, meetings, invitations on event)

· General administration duties, photocopying, filing etc.

· Dealing with any enquiries at the reception (classroom’s organization, logistic)

· Ensuring that the reception area was tidy and clutter free

· Operating a computer system and switchboard (Outlook, Word, Excel)

2012 -2013
Law office, Paris
Personal / Legal Assistant

· Answering incoming calls and emails, re-routing them to relevant parties

· Maintaining a schedule of appointments and hearings

· Responsible for four major real estate companies

· Work with international lawyer (travel Russian federation, USA and UAE, translation of documents, organize winter Olympic Games 2014 with the Minister of Sports) Writing letters for clients and opposing parties

· Opening new customers account / personal data / data entry

· Issuing customer invoices

· Writing summons and letters to bailiffs

· Managing administration of client billing and correspondence

· Managing and drafting of pleas

· Facilitating scheduling of hearing dates

· Sending pleadings to lawyers dealing with the case

· Summarizing judgments

· Operating a computer system and switchboard (Outlook, Excel, Word)

2009
Atlas security, Paris
Office manager

· Answering all incoming calls

· Meeting and greeting visitors and clients

· Filing documents

· Distribution of payslips employees

· Supervisor of security staff

· Search new customer

· Creation and drafting of new contracts

· Human resources

