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	PERSONAL SUMMARY

	                   I britto, talented and ambitious lawyer and Administrator who possesses a vast wealth of knowledge and has a proven record of providing   positive outcomes for them. A quick learner who can quickly Absorb new situations and can communicate clearly and effectively with both legal professional and members of the public. Constantly focuses on resolving legal and administrative issues and always looking for ways to improve and evolve process  presently looking for a lawyer’s and Administrative position that provides a high level job satisfaction  and is also diverse and challenging .




Legal Firm
Lawyer – September 2004 –Present

Involved in practicing law by giving authoritative advice to clients and representing them at court. Also responsible for coming up wits by having through and commercial approach to legal matters.

Advocate Bar Association
Senior Administrator-2014 –present

Responsible for providing an efficient and professional administrative and clerical service to colleagues and management to facilitate the efficient operation of office.


· Providing accurate, timely and reflective legal advice to clients.

· Studying police reports, interview transcripts, medical records and other facts to make a case for the petitioner.
· Advising  colleagues on all legal matters, suggesting courses of action

· Attending hearings at court.

· Presenting evidence in court to support clients in legal proceedings.

· Giving oral arguments in a court law.

· Shaping a client’s expectations on what can be realistically achieved.
· Advising clients on their legal rights and obligations.

· Getting to know clients and developing and maintaining relationships with them.

· Looking for evidence that will back up a client’s case.

· Researching precedents in law libraries and then using the finding to provide a defense for their clients and support their cases in court.
· Visiting client at their homes, work places or prison.

· Writing up legal documents like will, trusts and gifts.

· Involved in out of court settlements.
· Preparing arguments to be heard in a trial.

· Gathering and organizing evidence on he half of clients.

· Preparing questions to ask witnesses.

· Interviewing witnesses, defendants and clients.

· Appearing before legislative and regulatory bodies or government agencies.

· Negotiating before legislative and regulatory bodies or government agencies.

· Negotiating with other barristers, solicitors, legal executive and their clients.

· Acting as a intermediary between barristers and clients.

· Interpreting and explaining the law clearly to both individual and business clients.

· Coordinating planning and building regulations applications.
· Authorization of gifts.

·  Constantly monitoring national and EU legislation.

· Advising businesses on the impact, interpretation and implementation of new policies and legislation.

· Giving support, recognition and rewards to junior staff.

Administrative Duties:
      •   Providing secretarial services such as minute taking  and diary management.

      •   Ensuring office procedures and systems operate efficiently.

      •   Checking stationery levels and ordering new supplies.

      •   Raising purchase orders and chasing outstanding  accounts.

      •   Supervising the work of office juniors and assigning work for them.

      •   Responsible for purchase orders.

      •   Setting up and coordinating meetings and conference.

      •   Involvement in social media implementation.

      •   Updating, processing and filing of all documents.  
      •   Served as liaison between senior management and clients.

      •   Worked to streamline flow of interoffice communications.

      •   To conduct disciplinary committee against violated staff.

      •   To maintain all documents of the office.

      •   Convey the general body meetings.

      •   Representing before the government authorities on behalf of the company.

      •   Worked to improve overall office productivity.

      •  Made travel arrangements including booking hotels and arranging for transportation.

      •  Prepared staff schedules and ensured timely pay disbursements.

      •  Responsible for electrical, electronics and mechanical maintenance and repair.  


Legal Competencies:
· Possessing the ability to convincingly present a case in court.

· Good Knowledge of civil, criminal, public, bankruptcy and administrative law.
· Understanding of contracts, government regulations, intellectual property rights, patents etc.

· Knowledge of corporate law.

· Experience of supporting vulnerable clients.

· Knowledge of effective file management procedures
Administrative Competencies:
                 •    Strong organizational, administrative and analytical skills.

                  •    Providing training and orientation for new staff.

                  •    Resolving administrative problems.

                  •    Supervising other clerical staff.
                  •    Conducting Disciplinary action against staff.

                  •    To Representing before government authorities on behalf of Association.

                  •    To convey general body meeting.

                  •    To purchase items for Association.

                  •    Representing before Judges on behalf of the Association.  
 Personal
· Ability to balance priorities and co- ordinate work effectively.

· Leadership Skills.

· Excellent analytical skills.

· An aptitude for figures.

· Ability to stay calm under pressure.

· Can analyses large amounts of information.

· Good written and spoken communication skills.

· Client care skills.

· Sound Judgment.

· Organized and efficient.

· Good project management and team building skills.
· Possessing sound commercial acumen.


Arbitration & ADR

Client Management

Problem Analysis & Solution

Legal Opinion

Company Affairs

Labor Issues Management

Commercial Legal Services

Recovery of Debt and Loans

Litigation
Risk Management

Investigating
Conveyance

Office Management

Administrative Support

Minute Taking

Presentations

Diary Management

Attention to detail

University of Mysore   1997-2004
BACHELOR OF LAWS (LL.B)

Carmel Higher Secondary School 

1990 -1997

A level: Commerce (A) English (C) Accountancy 

Date of Birth

:
10-03-1978

AGE


:
37 Years

Sex


:
Male

Marital Status
:
Married

Nationality

:
Indian

Language Known
:
English, Tamil, Malayalam

REFFEENCES – Available on Request
CAREER HISTORY





Duties:





PROFESSIONAL EXPERIENCE :





KEY COMPETENCIES AND SKILLS :





ACADEMIC QUALIFICATIONS:





PERSONAL DETAILS:








