CURRICULUM VITAE 


Ridwana.363091@2freemail.com 
CV PURPOSE: 
An articulate and highly focused professional with a legal background of five years’ experience in diverse faculties of law related matters. A driven ability of analysing and gathering information in producing effective and innovative legal solutions. Distinct strengths include a driven ability to build compelling relationships with internal and external personnel and maintain a great rapport with all members of a team. Possess an ability to work swiftly and accurately under pressure whilst dealing confidently with conflicting priorities.  A proven ability to help define a company’s direction, achieve goals and optimise its core potential. Currently aspiring to grow and develop my career with an ambitious and high profile organisation that offers a genuine opportunity for progression and self development. 
PERSONAL DETAILS:
Nationality:                                        
South African

Driver’s License:                                  
South African & UAE

Date of Birth:                                    
05-09-88

Languages:

           

English as a native & a basic understanding of Arabic& Afrikaans

Physical/ Postal Address:                     
1305 Al Ghadeer Tower, Sheikh Zayed Road, Dubai, UAE

Typing Speed:



70-75 WPM

Visa Status:



Residency (fathers visa)
ACADEMIC QUALIFICATIONS:
Matriculation Exemption:

Orient Private School - Durban, South Africa.

 Bachelor of Law L.L.B:

 A Specialist in Criminology (Forensic Science)-University Of South Africa (UNISA).
Diploma in Islamic (Shariah) Compliance Law:

A Speciality in – Islamic Banking and Financial Law, The Islamic Judicial system, Principles of Islamic Law, Islamic Family Law, Medical Jurisprudence ,Criminal Law in Islam – Regent College of South Africa.
WORK EXPERIENCE:
STA Law Firm, Dubai, UAE                                                               
Paralegal Intern






01/03/2016 to 01/03/2017
Duties:
· Perform extensive research and factual investigation on relevant laws and regulations.

· Gather and arrange legal documentation including affidavits, evidence and court summaries.
· Draft legal correspondences including witness statements, contracts and agreements.
· Proof reading, reviewing and amendments of legally translated documentation.
· Assist lawyers during trials by handling exhibits, taking notes, or reviewing trial transcripts.
· Maintain a legal database, file exhibits, briefs, appeals and other legal documents.

· Attend client meetings, seminars and exhibits with lawyers and drafting detailed minutes.

· Write proficient legal articles for internal Court magazines and external publishing. 
Light House Studio LLC, Dubai, UAE




Legal Co-ordination






01/11/2012 to 01/02/2016
Duties:
· Drafting and preparing documentation required to support commercial legal actions. 
· Corresponding directly with producers, directors and production managers in fulfilling practical production demands while maintaining budgets and schedules.
· Organize film crews, including recruiting, directing and supervising pre-production legalities.
· Drafting rental agreements and process contracts between clients for purposes of gear hire and studio lease.
· Seeking and obtaining legal permits for the purpose of facilitating TVC and photography productions.
Brijlal Legal Attorneys, Durban, South Africa


Legal Assistant







03/2012-06/2012

Duties:
· Establishing and organizing files; monitoring calendars; meeting deadlines; documenting actions.

· Providing full client support by scheduling depositions and meetings.

· Maintain case costs by verifying outstanding balances with attorney, clients, and providers.

· Co-ordinating meetings between solicitors, clients and other representatives.
· Updating relevant paperwork and ensuring its delivery to relevant parties.
· Organization and maintenance of an electric filling database.
· Preparing various documents including legal briefs, spreadsheets and other office and legally-related support.
Gift of the Needy Organisation, Durban, South Africa (Voluntary Services)
Personal Assistant/ Social services 




09/2011/-02/2012
Duties:

· Advertisements- newspapers, magazines and audio support for raising awareness.
· Counselling and hands on assistance at children’s schools, hospitals and old age homes.
· Feeding schemes and hamper programme development strategies.
· Organizing of freight packages containing medical and food supplies to international relief support.
· Managing the budget and maintaining the organisations internal database.
KEY SKILLS AND COMPETENCIES:

Legal skills:
· Possessing comprehensive knowledge of laws, regulations and industry best practices in the compliance and regulatory arena.

· Always liaising with clients in a timely and courteous manner.
· Constantly developing areas for operational improvement. 

· Ability to prioritise tasks and work to tight deadlines. 

· Can speak and write clearly and concisely.

Personal skills:
· Highly developed communication, interpersonal and negotiation skills including an extensive knowledge of legal terminology.

· Advanced problem solving, research, analytical and writing skills.

· Strong administrative, file management, organizational and time management skills.

· Proven ability to work effectively as part of a team or independently.

· Ability to exercise discretion and to remain poised under pressure. 
