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Executive Summary

Seasoned senior administrative and legal professional with experience in India and Middle - East.  Seeking a suitable opportunity for a progressive growth in corporate sector.
Job Title History

Corporate Lawyer






  
 Dec 2014-   Feb 2016
Admin Officer – Admin, Legal & Corporate Affairs


    
Jan   2011-    Aug 2014
Corporate, Civil and Criminal Lawyer




   
 May 2010 - Dec 2010
Corporate Lawyer & Insurance Lawyer


  
               
 Apr   2008-    Apr 2010

Corporate, Civil and Criminal Lawyer


  
               
 Dec   1999 - Nov 2007

Education

Post Graduate Diploma in Human Resources Management (PGDHRM)     (2007)
Master in Law (LLM) Specialized in Labour & Constitutional Law           
 (2002)
Additional Information
D. O. B:

July 19th, 1975
Nationality:

Indian
Current Location: 
Dubai, UAE
Languages:             
 Proficient in English, Malayalam, Tamil and Hindi
Visa Status:

Husband Sponsorship

Engagement overview 
Employer: Abdul Aziz Alameri, Lawyers & Legal Consultants, 
Abu Dhabi UAE







 Dec 2014- Feb 2016
Position: Legal & Administrative Assistant
Employer: Muthoot Fincorp Ltd, Kerala                                                              Jan 2011 – Aug 2014
Position:   Admin Officer – Admin, Legal & Corporate Affairs
Responsibilities
· Provide administrative or secretarial support to a department and/or Manager. Typical duties include general & clerical. 
· Ability to communicate effectively with internal and external clients.
· Under limited supervision, works within a specialized function to complete tasks in accordance to procedure. Possesses considerable autonomy in completing projects for immediate supervisor.
· Preparing complex reports and maintaining complicated records requiring careful selection, classification, or compilation of information from several sources. 
· Advisory functions, Litigation management and documentation for Pan India
· Title deed verification and tendering legal advise for Pan India
· Execution of Agreements, prepare and submit reply notices
· Arbitration, mediation and conciliation on legal issues for the corporation
· Recommend effective legal solutions in a timely manner
· Verification/modification, Processing of Agreements, Cross verification of legal opinions
· Preparation of Indemnity Bond, Agreement renewal, Making necessary changes in Pledge forms, Frequent co-ordination with the Advocates who conduct cases for the Company
· Arranging conduct of cases filed by and against the Company
· Responsible for the safekeeping and archiving of all legal agreements of the Group.
· Responsible for all legal documentation of the Group entities are reviewed, up-to-date and in compliance to all local regulations.
Additional Responsibilities:

· Review and Advise HR on employee warning/termination notices based on local labor law

· Gold/Secured Debentures releases, Giving legal advice to cases relating to the Company, Tendering legal advice to the company regarding the Trade License, RBI regulations, Shops and Commercial Establishment Act, Income Tax Act, Frequent Co-ordination with Labor Department 
Employer: Kashwani Law Firm, Dubai UAE                                             Apr 2008 – Apr 2010

Position:   Corporate Lawyer 
· Formation, Incorporation and registration of companies in UAE

· Vetting legal contracts for the clients
· Review and issue legal notices related to Corporate and Real Estate industry
· Responsible for client counseling, arbitration and conciliation
 Employer: Legal Escorts, Kerala India

 Insurance Lawyer in Motor Accidents Claims Tribunal, Thiruvananthapuram, Kerala











Dec 1999 – Nov 2007
· Investigate, analyze, and determine the extent of insurance company's liability concerning personal, casualty, or property loss or damages, and attempt to effect settlement with claimants. Correspond with or interview medical specialists, agents, witnesses, or claimants to compile information. Calculate benefit payments and approve payment of claims within a certain monetary limit. 
· Appraise automobile or other vehicle damage to determine cost of repair for insurance claim settlement and seek agreement with automotive repair shop on cost of repair. Prepare insurance forms to indicate repair cost or cost estimates and recommendations.

· Obtain information from insured or designated persons for purpose of settling claim with insurance carrier

Position:   Corporate & Civil Lawyer                                                      May 2010 – Dec 2010

Responsibilities:

· Counsel, Human Resource & Labour Tribunal 

· Drafting legal documents petitions and maintains the various administrative systems designed to co-ordinate the effective management of organization.

· Presentation of petitions before appropriate authorities.

· Liaise with Head Office H/R department and dealing corporate clients.

· Verification of legal documents presented before banks and local institutions. 

· Client counseling.
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