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Professional Profile

· With a track record in achieving high-level academic studies and valuable work experience within both commercial and law environments, I am motivated and adaptable individual now available to bring new skills to an operation. 

· Possessing excellent communication and strong interpersonal skills hold fluency in English, Romanian, and conversational Russian and French as viable assets for business. 

· Capable of working easily in a team and independently, having enthusiasm and a can-do attitude to learn quickly and overcome challenges that makes an asset to employers. 

· A passion for learning, a strong foundation in business and a caring approach underline the competence of this trustworthy and reliable candidate.

Objective

Looking to achieve a position in a progressive organization in a highly motivating and challenging environment that provides the best opportunities to grow and utilize my potential to the fullest to achieve the organization’s goal while achieving my personal goals.

Career Summary

August 2015 -Present Legal Assistant 

                           BSA AHMED BIN HEZEEM & Associates LLP

Legal Responsibilities:

- Company incorporations – for example: JAFZA, DMCC, JLT, RAK FTZ, RAKIA, DIFC, 

- Obtaining documents from government offices eg. DED, Notary Public – Dubai Courts, DHA

- Tasks related to incorporations (preparation of documents, eg. Attestation, notarization, etc,

- Assisting in opening bank accounts for new and existing clients,

- Residence visa processing for new and existing clients: preparation of documents, obtaining medical results and approval, obtaining Emitates ID, Assisting clients with obtaining P.O. Box, company stamps etc.,

- Corporate transactions: transfer of shares, change of company activity, change of company facility, preparing share certificates etc.,

- Coordinating, preparing documents and following up on licenses renewals,

- Coordinating, preparing documents and following up on company de-registrations,

- Coordinating with third parties obtaining and attesting company documents for various transactions,

- Day –to -day correspondence with clients, free zones etc. regarding updates, requirements, follow ups etc. on various transactions,

Administrative Responsibilities:

- Assisting with organizing marketing events and conferences – RVS, World Takaful Conference, MEA Summit etc.,

- Obtaining AML documents and opening client files,

- Coordinating and maintaining list of contacts,

- Updating and maintaining office billing system for the head of the department (PC LAW),

- Preparing and following up on monthly expenses for the head of the department – reimbursement report

- Ad hoc personal tasks eg. helping with documents preparation for loans, credit cards, 

- Following up on medical reimbursements

- Preparing and following up on payment requests

PA Tasks:

- Arranging and coordinating meetings inside and outside the office, private car and driver services

- Taking care of reservations of: restaurants, hotels, flights, car rentals etc.

- Taking care of ad hoc bills, payments etc.

- Managing diary and day–to-day activities
Mar 23, 2014 – May 2015 Assistant Country General Manager

                                               Salam Studio and Stores, Dubai, UAE

· Assisting with organization of company events, producing detailed proposals for events  such as timelines, venues, suppliers, legal obligations, staffing  and budgets

· Carrying out background research and presenting findings

· Producing documents, briefing papers, reports and presentations

· Working closely with the fashion procurement department and marketing department

· Organizing and attending meetings and ensuring that everything is well prepared for meetings

· Taking dictation and minutes

· Researching and presenting information 

· Devising and maintaining office systems, including data management and filing

· Carrying out assigned projects and research

· Taking on some of the manager's responsibilities and working more closely with management

· Making decisions and delegating work to others in the manager's absence
· Responsibility for keeping financial information relating to the work of the office 

· Liaising with clients, suppliers and other staff
· Dealing with incoming email, faxes and post, often corresponding on behalf of the manager

Dec 2012 - Sept 2013      Assistant Marketing Manager
                                             Lina Consult Ltd, London, United Kingdom

· Assisting the marketing manager and supporting the marketing team with marketing activities
· Working closely with external advertising and design agencies and spearheading exciting and effective campaigns
· Assisting with the production of marketing materials 
· Writing articles and promotional material for the company
· Assisting  with organization of company and events

· Prepare letter and documents

· Utilize MS Office fully in daily tasks and responsibilities

Aug 2011- Sept 2012       Sales Consultant 

                                             Select Fashion Ltd, London, United Kingdom

· Working closely with customers throughout the sales process

· Keep up to date with product developments

· Stock replenishment and cash handling

· Answering queries from customers

· Providing the best customer service

· Assisting with store display

Aug 2008 -June 2010   Paralegal 

TurcanCazac Law Firm 
· Involved in cases of litigation, arbitration and regulatory investigations.

· Audio typing legal documents for private clients.

· Typing, formatting, amending contracts, letters and other legal documents. 

· Managing and forwarding on requests from Clients for legal assistance.

· Providing secretarial & paralegal support to a team of solicitors. 

· Responsible for the management of Commercial Contracts.

· Recording and submitting expense forms. Reviewing and analyzing large volumes of documentary evidence. 

· Writing replies to points of dispute with clients.

· Investigating facts and law & calling upon witnesses to testify at hearing. In charge of coordinating access to meeting & conference rooms.

· Managing the flow of paperwork & communication with partners. 

· Greeting visitors who come to the offices and introducing them to their solicitor.

· Filing and administrative responsibilities. 

· Assisting with the completion of Confidentiality Agreements. 

· Coordinating and arranging meetings and diary schedules. 
Sep 2007- June 2008     Court Training 
· Performing as part of compulsory practical training, a variety of duties within clerkship

· Working alongside court officials and independently in the reviewing of appellate briefs, trial records, additionally researching and analyzing case law

Jun 2006 - July 2007   Computer Operator 
                                            Alfox-Investment SRL, Chisinau, Moldova 

· Utilizing excellent communication and computer skills to promote investment brokerage services via the Internet 

· Responsible for selecting, processing and entering data into the company database to verify accurate monitoring of clients and services 

· Promoting company product online and via telephone

· Ensuring all administrative and instructional computing needs and requirements are met through the organization, prioritization and maintenance of requests within the company system

Education and Qualifications

2011-2012      MBA, Master of Business Administration in International Business

2006 2010       Civil Law, Free International University of Moldova
AREAS OF EXPERTISE
· Legal research 

· Document management

· Diary management 

· Contract terminology 

· Preparing legal documents 

· Customer and Personal Service 

· Administrative and management skills
IT Key Skills 

Operating    Systems: Window XP, Windows MAC OSX, LINUX. PC Law, Quorum 
Software:     Microsoft Office Programs, Adobe Photoshop, Adobe Illustrator, QuickBooks

Interests and activates 

Sport: Tennis, running and aerobics
 Global Travel and experiencing new cultures
 Modern Literature, Museums, Art Exhibitions, Classical Music
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