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____________________PERSONAL PROFILE____________________

Law Graduate and Executive Assistant with 10 years experience working for organisations in Dublin, London, Auckland and Sydney. Proven ability to organise Senior Executives whilst providing the highest level of support. I am an adaptable individual with the capability to work well both on my own initiative and as part of a team. As a result of my previous professional experiences, I have acquired a strong level of IT, administrative and organisational skills. and can adjust seamlessly to any working environment. With my education and experience combined, I believe I possess the potential to exceed the expectations of any employer. I am currently seeking a role in a progressive environment where I can productively contribute using my own initiative, whilst continuing to develop as a top class Executive.

____________________PROFESSIONAL EDUCATION____________________

Master of Arts in Law – (Level 9) Grade 2.1

Dublin Institute of Technology; 2012 - 2013

Post-graduate Diploma in Law – (Level 9) Grade 2.1 Dublin Institute of Technology; 2010 - 2011

Bachelor of Arts (Honors) Degree in Legal Studies with Business – (Level 8) Grade 2.1 Waterford Institute of Technology; 2006 – 2010

European Computer Driver’s License (ECDL)

Waterford Institute of Technology; 2008

____________________EMPLOYMENT DETAILS____________________

Executive Assistant

J R Sweeney & Co (Dublin, Ireland) September 2015 – Present

Executive Assistant to Partner & Senior Associates

· Providing administrative support to Senior Partners & Associates of the Company.
· Drafting Conveyancing documentation to include Contracts, Building Agreements, Site Sale Agreements and Objections & Requisitions on Title.
· Assisting with property exchanges and completions to include final closing documentation and all documents of title required to complete sale.
· Diarising appointments, planning and scheduling meetings, teleconferences and international travel.
· Maintaining CPD records for partners, fee earners and support staff.
· Maintaining Health and Safety Regulations and Anti-Money Laundering Regulations within the office to ensure compliance with Law Society requirements.
· General office management including management of contracts with new and existing office suppliers.
· Legal research using ENKI, Search4less, Vision Net and Practical Law.
· Preparing invoices, maintaining client/office ledgers and running reports using Keyhouse accounts software.
· Maintaining and reconciling bank accounts across multiple companies relating to the business using Intuit software.
· Electronic file storage of documents and client files using Dropbox (iCloud storage and file synchronisation).
· Coordinating international travel, arranging VISA’s, booking flights, hotels, transfers and preparing detailed travel itineraries.
Lettings Executive/PA

Hamptons International (London, England); September 2014 – August 2015

· Preparation of Tenancy Agreements and all other legal documentation required by legislation in relation to each residential tenancy.
· Working closely with Lettings Manager to ensure efficient operation of the office.
· Keeping up to date with the changes in legislation and legal policies relating to residential lettings.
· Collaborating with Sales Legal Executive to implement a social media strategy to generate business to the office and across the company.
· Coordinating compliance gas safety certificates, electrical certificates and Energy Performance Certificates as required under legislation.
· Assisting in the production of marketing and promotional material to generate business both locally and across London.
· Effectively prioritising work regarding general administration and office management.
· Providing additional administration support to Letting Departments across a further 8 Regional Offices.
Volunteer Paralegal

Legal Advice Centre University House (London, England) February 2015 – August 2015

· Conducted Client interviews to ascertain any legal issues they were experiencing.
· Interpreted and relayed legal information in a clear format for Clients.
· Obtained all relevant Client materials in addition to reviewing and responding to any correspondence the Clients had received in relation to these matters.
· Managed and organised all materials gathered for each file.
· Working with individuals who are frequently socially isolated.
· Offering advice on social welfare, housing law and debt.
· Drafting letters to local authorities, banks and other institutions involved in each Clients’ legal issues.
· Recording detailed Client information on the in-house case management system.
Claims Assistant

Vero Insurance and ANZ Insurance (Auckland, New Zealand); February 2014 - July 2014

· Assisted Managers, Adjusters and Examiners with claims caseload and correspondence.
· Evaluated incoming claims for investigation and documentation requirements.
· Verification and filing of all claims documents.
· Making required calls to clients and collaborating with Claims Handlers to ensure each claim is being processed and handled in accordance with current insurance regulations and legislation.
· Initialising new Motor and Property claims over the phone.
· General organisation and administration duties.
Personal Assistant/Office Assistant

Clean Water Technology Services Limited. & P. O’Brien Construction Services Limited (Wexford, Ireland); January 2013 – January 2014

· Running of personal errands, coordination of schedules and diary management.
· Typing, proofreading, drafting general correspondence and memos.
· Maintaining existing files and creating files as required.
· Managing calls and client queries over the phone.
· Relieving management of general administrative duties.
· Preparation of reports and meeting agendas.
Office Assistant

Clearview Life (Sydney, Australia); June 2012 - November 2012

· Creating new company contracts with pre-existing Bupa Healthcare members and ensuring contracts were established in accordance with legal regulations and restrictions.
· Directly assisting the Sales Department in finalising all legal documentation in connection with insurance policies.
· Drafted documents such as correspondence, memos and emails, and prepared weekly reports for management.
· Ensuring that both individual and team targets were hit on a monthly basis.
· Generating leads by establishing solid customer relations over the phone.
· Utilised databases and office software to organise and maintain company records.
· Succesful in ensuring the efficient running of the office including maintaining a network of 16 desktops.
Office Assistant

Clean Water Technology Services Limited. & P. O’Brien Construction Services Limited (Wexford, Ireland); May - September, 2007 to 2011

Receptionist/Office Assistant

The Hotel Saltees (Wexford, Ireland); May 2006 - December 2011 (Part-time employment)

· Coordinated enquiries, bookings, and events.
· Enjoyed talking to people and establishing a long-term, loyal customer base.
· Managing customer queries over the phone and providing quotations for various functions.
· Handling guest complaints and resolving guest issues in an effective and prompt manner.
· Ensuring all relevant paperwork was completed in order for a smooth hand-over to be achieveable at the end of each shift.
· Operating switch board and directing calls appropriately.
____________________SKILLS & ACHIEVEMENTS____________________

· Excellent verbal and written communication skills and enhanced I.T skills
· Proficient user of Apple Mac, MacBook Pro & Air as well as Microsoft Windows (Word, Excel, PowerPoint, Outlook).
· Outstanding organisation and administrative skills. Office accounts, diary management.
· Elected Joint-Treasurer of Waterford Institute of Technology Law Society - 2010
· Organising annual fundraiser in-aid-of palliative care unit at local hospital.
