SARA 
Saba.331849@2freemail.com 
ACADEMIC QUALIFICATION
First Degree: Legal Practice Course (LPC), University of Law, Second class Honours.
EDUCATION
London Metropolitan University , London, 2008 – 2011
Tower Hamlet College, London, 2005-2008
George Greens’ secondary school and sixth form, London, 2004 – 2005.

QUALIFICATIONS
Dates                                                                   Qualification                                              Addresss

September 2008-June2011                      First Degree: BA(Honours), LLB Law          London Metropolitan University 

September 2005-June2008 
Access Course Business 
Tower Hamlet’s College, London 

June2004
                  GCSE’s: A*-C grades including Maths & English           George Green’s School, London 

.
WORK EXPERIENCE
     Date                                                         Position                                             Address 

August 2016 – October 2016                   Admin Manager 
                   London

Barminister Property Service 

August 2015 – December 2015                   Secretary  
                 London 
Global Investment                                                                                                    
Dealing with day-to-day tasks including:
· Opening, collecting and taking the post.

· General Administration duties, photocopying, filing, scanning and e-mailing.

· Dealing with tenants’ enquiries & issues.

ACADEMIC BREAK
July 2014 – February 2015                     Coordination Customer Assistant         London 

C2C Limited 

It was a phone tariffs connections duties including: 

· Keeping an eye on phone connections 
· Negotiating with our suppliers on new deals & prices

· Offering our customers valued offers

August 2011 – January 2012                    Receptionist 
London 

Media Pixels                                                                                                                      
It was a firm for photo-shoots, videos etc. with different offers. 

Responsibilities

· Dealing with Clients enquires by e-mail and over the phone

· Scheduling appointments & dispatching of products
· Meeting and greeting clients and visitors to the office

· Ensuring that the reception area is tidy 

July 2009-July 2010 
Legal Administration                      London 

Ahmed & Co Solicitors                                                                                                                 

A Law firm in London
Duties were:  

· Attending court to observe cases relating to criminal, housing and benefit welfare.

· Drafting correspondence.

· Responsible for Client invoices.

· Liaising with Clients by phone and letter 

· Observing in legal work related to criminal, housing and benefit welfare

July 2007-November2010  
Director’s Assistant 
London 

Global Investment Limited                                                                                 
It was a property company, with a branch in London & another one in Abu-Dhabi. 

Duties were: 

· Dealing with Clients enquires in person and by phone. 

· Diary management

· Organising files.

· Updating Clients database

· Managing corresponding.

· Arranging meetings. 

· Reviewing contracts. 

April 2005-July2007
Secretary/Receptionist                        London 
European International Development Limited                                                      
Duties were: 
· Dealing with Clients enquires in person and by phone. 

· Diary management

· Organising files.

· Updating Clients database

· Managing corresponding.

· Arranging meetings

· Liaising with clients over quotes

· Responsible for banking cheques. 
PERSONAL STATEMENT
I am an ambitious law graduate looking for an opportunity in the legal sector. I have a solid grounding in litigation work experience which includes client relationship management and document handling, administration, customer services and reception. I have a keen interest in business and finance and would welcome an opportunity in the private sector. My legal experience to date, together with my LLB, has given me the requisite skills to be successful in any junior position.
My degree in Law has enabled me to develop excellent communication skills and enhanced my ability to work under pressured environment. I believe that law requires skills such as responsibilities, thinking outside the box and looking at both sides which I have gained through the years from my work experience, my academic degree and my personal life as being the oldest sister. 
Language 
1. English  Mother Tongue
2. Arabic  Mother Tongue 
