MANISHA

Manisha.364337@2freemail.com 

PROFESSIONALABRIDGEMENT




· Seeking assignments as an administrative assistant who thrives in a professional business environment. Driven to maintain ethical standards while providing top-notch assistance to clients



· Aim to create a positive difference at the workplace by synergizing my career goals with  that of the organization.
SCHOLASTICS

	Course
	Institute
	Year of Passing

	
	
	

	LLM
	University School Of Law and Legal
	2016

	Master of Laws
	Studies ( I.P University ),New Delhi
	

	
	
	

	BA;LLB
	Amity Law School, New Delhi
	2013

	Bachelor of Laws
	( I.P University)
	

	
	
	

	
	
	


EXPERIENCE

Legal Executive, Hindustan Times (2013-2015)

· Researched on Intellectual Property Rights, Cyber Law, Civil & Criminal Matters
· Conducted blue-sky research.
· Researched statutes, decisions, legal articles and codes.
· Drafted agreements relating to services and lease deeds, notices regarding defamation matters, reply to consumer complaints
· Drafted reply to Press Council of India (PCI)
· Filed an F.I.R. - Fraud Complaint.
· Prepared for trials by conducting legal research and drafting pleadings.
· Investigated facts and law of cases, using pertinent sources to determine causes of action and to prepare cases.
· Coordinated law office activity.
· Worked as a team with attorneys, administrative assistants and fellow legal assistants.
Review Executive, Thomson Reuters (Presently Working)

· Document review
· Directing and coordinating law office activity
· Managing accounts and records of clients with the highest levels of confidentiality and discretion.
· conduct legal research and collate information for partners
· proofread and revise legal documents
· Interacting extensively with clients from point of referral
CORE COMPETENCIES

· Strong written & analytical skills
· Effective group dynamics & interpersonal skills
· Oral communication skills
· Flexibility & Adaptability
· self confidence & interpersonal relationship building
· willingness to learn
· Attention to detail
· organization and planning skills
· research, analytical and problem-solving skills
· information collection and management
· Attention to detail
· Decision-making and judgment
· Initiative
· Confidentiality
· team work
· stress tolerance
OTHER INFORMATION

· Hobbies and interests: Reading novels, watching documentaries, Pencil Sketching, Listening to music.
· IT skills: MS-Office, WordPerfect, Excel, Power Point, Westlaw, Lexis/ Nexis.
· Languages: English(reading, writing, speaking) ,Hindi(reading, writing, speaking).
Languages:
English, Hindi, Regional

Date of Birth:
14/03/1990

Nationality:
Indian

Marital Status:
Unmarried

DECLARATION

I hereby declare that all the above information furnished by me is true to the best of my knowledge and belief.

