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PERSONAL SUMMARY

A multi-skilled professional with excellent secretarial and administrative skills. Possessing a proven ability to provide a high level of legal secretarial support to a strong and busy team of solicitors. Very capable with a high level of accuracy and consistency in all areas of works. Well presented, punctual, confident and having the ability to provide all the general administrative requirements of a legal firm.

Now looking for a new and challenging position, one which will make best use of my existing skills and experience and also further my personal and professional

development.

2012-2013, 2014-2016| Office Administration cum Junior Lawyer, Thrissur - Kerala

Manages daily office activities.

Sets-up interviews and meeting with clients. Drafting notice & correspondents.

Liaison with clients.

Attend phone calls and follow up court proceedings.

Competent to Handling intellectual property laws and Transfer of Property Laws.

Dealing Information Technology related issues and cybercrimes. Drafting suits and petitions.

Preparing partition suits and drafting trust deed and partnership deeds.

2013-2014 |Worked as Legal Officer in Manappuram Finance Ltd, Valappad, Thrissur.

Responsible for handling cases related to Negotiable Instruments (Cheque, Promissory Notes etc.)Rent, Spurious gold, Etc.

Handling consumer cases as per consumer protection laws.

Active participation in business loan department and Conduct customer loan enquiries.

Document scrutiny and conduct registration of title deeds. Authorizing release title deeds.

Handling and direct arbitration and conciliation proceedings Related to gold loan. Conduct mediation between customers for amicable settlement.

Supervise domestic enquiry and administering all legal works related to finance transactions in Organization.

WORK EXPERIENCE

Managing the secretarial duties in a busy solicitor’s office. This includes the day to day administrative duties including the co-ordination and implementation of office procedures. Keeping the client database p to date as well as tracking processes to ensure efficiency and compliance with legislation.

Duties:

Organizing and maintaining law libraries, documents, and case files. Transcribing and proof reading documentation

Preparing agendas, compiling spreadsheets and preparing minutes of meetings. Co-ordinating diaries and travel arrangements.

Photocopying and maintaining stationery stock. Schedule and make appointments. Following up pending court cases & keeping a track of the latest court decisions. Assisting with the monthly invoicing process including raising invoices.

Answering and transferring calls, taking messages and managing emails.

Writing letters, manuscripts and financial documents. Preparing court documents and going to court or Police cells with solicitors.

Monitoring the distribution of dictation work.

Managing and coordinating case papers & documentation for meetings as required.

KEY SKILLS AND COMPETENCIES

Extensive knowledge of legal terminology.

Able to clearly communicate with both clients and senior managers. Copy, digital dictation and audio typing ability.

Ability to handle confidential and sensitive information with appropriate discretion

Professional

Strong Planner and problem solver who readily adapts to change. Works independently and exceeds expectation.

Inserting facts into legal arguments.

Highly organised and competent in administrative processes. Experience of working in diverse multicultural environments. Researching previous judicial decisions.

ACADEMIC QUALIFICATIONS

Master in Law from Mahatma Gandhi University, Kottayam, Kerala 2012-2014(LL.M)

Bachelor Degree in Law from Calicut University, Calicut, Kerala 2006-2012(BA.LLB)

VHSE – Marketing and Salesmanship with Accountancy (Commerce), Kerala 2003 – 2005.
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	LANGUAGE SKILLS

	
	
	
	
	Malayalam
	
	
	

	
	Read/Write
	
	: English, Malayalam, Hindi

	
	
	
	
	COMPUTER KNOWLEDGE:

	Proficiency in computer
	with working knowledge of MS
	Word, MS Excel, Power

	point.
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	DOB
	
	:
	30/05/1988
	
	
	

	Marital Status
	:
	
	Married

	Gender
	
	:
	
	Female

	Visa Status
	:
	
	Visit Visa

	Nationality
	:
	
	Indian


