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Personal Summary

   A bright, talented and dynamic professional tasked advocate who possesses a wealth of knowledge and has a proven record of providing indispensable advice to clients and delivering positive outcomes for them. Involved in researching legal precedent and also keeping professional contact with several clients. Extensive experience and understanding of laws, legal codes, court procedures and precedents. A strong team player with excellent client facing and constantly focused on resolving legal issues and always looking forward to improve and be a part of effective legal and administrative functioning.  
Objective
· To obtain a position as a Legal Administrator with a reputed Law Firm.

· To ensure and gain experience in secretarial administration and legal enterprise within an environment conducive to mutual growth and development.

· To get exposed to a competitive environment with challenging responsibilities, and a place where my skills could be utilized and fine-tuned.

·      To become a valuable member of the community and after all to become a good human being.

Personal Particulars

· Date of birt          :
13th March 1989

· Age


:
27
· Sex


:
Female

· Marital Status    
:
Married

· Nationality
:
Indian

· Visa Status          :
Husband Visa

PROFESSIONAL  EXPERIENCE

Legal competencies:
· Possess the ability to convincingly present a case in court. 
· Good knowledge of Civil, Criminal, International, Constitutional, Vigilance, Family, Human Rights, Labour, Banking and Administrative law. 

· Understanding of contracts, intellectual property rights.
· Knowledge of tax and corporate law.

· Experience in client interviewing &client dealing.

· Knowledge of effective file management procedures.

· Experience in preparing wills, deeds, power of attorney and other legal documents.

· Data collection.
· Provide immigration consultation and client dealing.
Personal:
· Ability to balance priorities and co-ordinate work effectively.

· Excellent analytical and investigative skills.

· Ability to stay calm under pressure.

· Fluent in communication skills.

· Client dealing skills, resolve the queries, issues and problems.
· Sound judgment.

· Organized and efficient.

· Good project management and team building skills.

· Perform research activities pertaining to precedents and other information.

· Coordinate outside attorney services such as court filing and exhibits management
· Manage law libraries and case files

·  Interact with the clients to resolve the queries, issues and problems. 

·  Leadership and motivation skills 

Work Experience













June 2013 – Till May 2015 :
Advs.K.Gopinathan &Reghu Associates. ( Trissur – Kerala – India)                     Title: Junior Advocate

May 2015 – Till January 2016 : Title: Junior Advocate ( High Court – Cochin – Kerala – India)
February 2016 onwards: Consultant (Global Links- Dubai)







Education
        2010- 2013              Government Law College ,Trissur,Calicut University,  India
·    Secured second rank for BA LLB,2010-2013, Calicut University.
        2007- 2010

     Graduation in B.A Functional English,Calicut University,  India
· Secured 78% ,2007-2010, Calicut University

         Till 2007            Schooling

· Guruvayoor Devaswom English Medium School (CBSE)
Languages

· English, Hindi,Malayalam,Tamil,Sanskrit

Areas of Expertise 

· Legal Drafting, Legal Documentation, Research and Legal Consulting, , MS Office Applications ,Presentation skill.

Skills/ Strength 
· Good Qualitative aptitude along with excellent grasping power and                         eagerness to learn.

· Proficiency in communication skills.

· MS Office applications,

· Self-motivator and a passionate towards success.

· Hard worker with willingness to gain something new.

Hobbies: 

· Reading, Dancing, Listening,Badminton, Cycling.
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