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CURRICULUM VITAE

	Anna 

	C/o-Mob.
	+971506425478

	E-mail
	anna.378426@2freemail.com 


	WORK  EXPERIENCE SNAPSHOT
	
	
	

	JOB FUNCTION: Senior Paralegal
	
	
	

	
	
	
	

	EXPERIENCE - Over 20 years’ experience
	TOTAL DURATION
	LOCATION
	COMPANY

	Senior Paralegal
	2 years
	Dubai
	RESTRATA SOLUTIONS FZ LLC

	Paralegal
	7 years
	Abu Dhabi, UAE
	TDIC. PJSC

	Executive Assistant
	3 years
	Dubai, UAE
	THERMO L .L .C

	Executive Assistant & Head of Logistics Dept.
	8 years
	Dubai, UAE
	TIME MACHINE GROUP

	Executive Secretary
	1 year
	Goa, India
	KARE GROUP OF COMPANIES

	
	
	
	

	JOB EXPERIENCE
	
	
	

	
	
	
	

	RESTRATA SOLUTIONS FZ LLC
March 2016 – January 2018


Nature of Business: Security Solutions and Consultancy Dubai – UAE

March 2016 - Present

· Senior Paralegal

JOB PROFILE:

Paralegal duties

· Liaise with all Government Authorities such as DCCA-Dubai Creative Clusters, DPS-Dubai Protective System Department, DWC-Dubai South, DMCC - Dubai Multi Commodities Centre, DED-Department of Economic Development and Chamber of Commerce in obtaining new relevant licenses, amending existing licenses as well as renewals.

· Drafting, reviewing and preparing lease agreements, employment contracts, non-disclosure agreements and non-complex standardized commercial contracts.

· Responsible for implementing the formation and liquidation of companies and branches and managing any changes towards registration/deregistration that may arise for any of the subsidiaries.

· Responsible for issuing of all corporate documentations, shareholders resolutions, board resolutions, standard legal requests and correspondence.

· Responsible for managing, issuing and revoking all types of Power of Attorney, Letter of Authority and authorise bank signatory letters.

· Prepare, organise and assist with notarization and legalisation of documents in the UAE including coordinating with international law firms for attestation of documents for use in other relevant jurisdictions.

· Responsible for providing full legal support related to audit compliance including legal due diligence and other significant legal projects.

· Preparing monthly legal reports such as license and lease renewals for the Legal and Procurement Departments.

· Responsible for maintaining an accurate and up to date corporate booklet with organisational structure chart for all subsidiaries.

· Responsible for providing accurate corporate information and professional administrative legal support to the entire business unit.

· Responsible for implementing, managing and controlling an up to date professional filing system including registers for the Legal Department.

	JOB EXPERIENCE

	

	TOURISM DEVELOPMENT & INVESTMENT COMPANY PJSC
May 2009 – March 2016


Nature of Business: Developer Abu Dhabi – UAE

May 2009 – March 2016

· Paralegal

JOB PROFILE:

Paralegal duties

· Liaise with the relevant authorities to secure new or renew Commercial Licenses, Licenses for Alcohol, Hotels, Restaurants, and Retails.

· Liaise with all Government Authorities such as Abu Dhabi Municipality, Department of Economic Development, Chamber of Commerce and Abu Dhabi Tourism Authority in obtaining new licenses as well as renewals.

· Obtaining all required NOCs’ in order to license the required Hotels/Outlets.

· Drafting, Reviewing & Preparing Lease Agreements, Contract Agreements, Sales & Purchase Agreements.

· Preparation of Powers of Attorney including Notarization at the Abu Dhabi Judicial Department.

· Handling all corporate related matters including formation of subsidiaries and the relevant Company board.

· Organizing, Preparing and Executing TDIC Board Meeting & Board Documents.

· Proof reading documents and checking cross references etc.

· Preparing letters and emails to clients.

· Managing key project documentation.

· Processing contractual documentation.

· Preparing legal documentation for execution by relevant parties.

· Assisting with Audit for all legal matters

Administrative Support – Executive Director Legal Services

· Office Management for the Director’s Office including but not limited to Daily Calendar, Meetings Scheduling, Printing, and Filing etc.

· Administrating all meetings, conferences, exhibitions, seminars and presentations.

· Managing all business travel arrangements in lieu with TDIC policies & procedures.

· Liaising with external clients for any queries, follow ups and confirmations on various issues.

· Assisting other departments as well as Legal Services in obtaining signature approvals.

Administrative Support – Legal Team

· Managing the administrative role to ensure smooth functioning of the department.

· Preparation of reports, general correspondence, formatting issues, binding of contracts/agreements while coordinating with different departments as required by the team.

· Booking and arranging meeting rooms for the team on daily basis.

· Coordinate translations of documents either internally or externally in a timely manner.

· Coordinate with all vendors with regards to invoices, payment issues and any clarifications as and when required.

· Organize, Coordinate, and provide full administrative support for various team meetings, conferences, workshops and other events.

· Coordinate all travel arrangements & registrations for Conferences/Exhibitions for the team.

· Managing the New Portal as well as transferring all documents from Old Portal to New Portal, right from identifying the type of file/document to categorising the same in the right system on the new portal.

· Assist and execute any online purchases for books & periodicals as well as for registering on various

· Websites – (entire process including approvals).

· Preparing material requisitions for all related matter claims/invoices/payments/advance payments/Expenses.

· Managing Petty Cash.

· Filing, Labeling & Dispatching all documents accordingly.

Supervisory Support – Assistant Administrator

· Supervise the work of subordinate.

· Train new employees and upgrade the skills and knowledge of present staff.

· Participate in creating policies and procedures for the department.

· Update these policies and procedures to make sure they are applicable in the current office situation.

· Serve as front line negotiator for work-related problems.

· Ensure adequate supplies for the office and maintain accurate and updated inventories for stationery.

· Arrange for the procurement of supplies needed in the office.

· Ensure complete office requirements for evaluation purposes.

· Coordinate with other offices or related units to perform functions that are not within the scope of the said office.

· Design a work schedule that optimizes employee time and skills.

· Maintain financial reports that accurately reflect the financial situation of the department.

· Participate in budget planning and other resource allocation for the department.

· Analyze the work place situation to create means to increase employee efficiency.
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Nature of Business: MEP Contractor

Dubai  – UAE

March 2006 – February 2009

· Executive Assistant
· Reporting to: Director JOB PROFILE:

· Create highly effective organizational and filing systems, including quick and thorough indexing, filing and offsite storage, resulting in easy access to critical information and streamlined office functioning.

· Receive and screen incoming calls and visitors, determine which are priority matters, and alert the executive accordingly.

· Read and screen incoming correspondence and reports; make preliminary assessment of the importance of materials and organize documents; handle some matters personally and forwards appropriate materials to the executive and staff.

· Coordinate preparation and timely dissemination of company reports and slide presentations for board meetings, take minutes and keep records of proceedings as required.

· Make travel arrangements; hotel and car reservations; special events for top executives; prepare itineraries; prepare compiles and maintains travel vouchers and records.

· Conduct, format and maintain databases for extensive Internet research

· Update and maintain Director’s calendar, and organize business card holder

· Act as liaison and maintain open lines of communication among senior executives, board members, middle management and administrative staff.

· Provide superior administrative support to director, including but not limited to correspondence, legal documents, financial management, events/logistics coordination, communications and policy compliance, and problem resolution

· Research, compile, assimilate, prepare confidential and sensitive documents, and brief the executive regarding contents.
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Nature of Business: Trading of Branded Designer Products Dubai – UAE

March 1998 – August 2005

· Executive Assistant
· Reporting to : Managing Director

JOB PROFILE:

· All correspondence and reports are checked and processed for director’s office in a timely manner.

· Co-ordination with various departments and group companies.

· Preparation of management information system Reports (MIS).

· MD’s confidential /important matters

· Maintain calendars, schedules of appointments, receiving visitors, screening calls and emails

· Prepare & maintain minutes of the meeting.

· Answers routine questions by senior level managers and other branch offices.

· Ensures that all standard office practices and routines of the branch offices are functioning efficiently and effectively ongoing basis and reports to director accordingly.

· Managed office usage of supplies

· Managed and coached office assistants

· Arranging travel booking, ticketing and scheduling appointments.

· Clients’ co-ordination.

· Open/organize/maintain files, maintaining the books & publications.

· Head of Logistics Department

· Reporting to: Managing Director JOB PROFILE:

· Handled team of three.

· Supervised all Import, Export & Re-export shipments.

· Provide coaching and on the job training

· All custom related formalities including free zone rules & regulations.

· Interacting with local & international freight forwarders.

· Negotiating freight rates.

· Handling of all documentation related to L/C’s (letter of credit), DP’s (Document against payment), Direct Payments etc.
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Nature of Business: Manufacture of Pharmaceutical products

Goa – India

January 1997 – February 1998

· Executive Secretary

· Reporting to: Vice President JOB PROFILE:

· Handling of all incoming and outgoing faxes.

· Administrative and personnel works.

· Travel, accommodation & meeting arrangements.

· Office management & maintenance.

· Provide secretarial support to the works manager & deputy managing director.

· Receive/make/screen telephone calls and responds to requests for information and queries and connect to the concerned officer, in case of his/her absence take note of the messages.

· Answer telephone and respond to routine inquiries.

· Draft/prepare general correspondence, mission/travel reports, and take notes.


· SharePoint

· Aconex

· ERP Package - Great Plains 7.0, Lotus Notes.

· Horizon HRD Package.

· Oracle

· Microsoft Software Programs:

Microsoft Office (Word, Excel, PowerPoint, Outlook & Internet Explorer).

· Certification / Bachelor of Arts - English Literature & Psychology

Goa University 1993 - Goa, India.

· Certification / Diploma - Secretarial Course & Business Administration

Stenodac Commercial Institute 1994 - Goa, India.

· Certification - Customer Service Mindset

Meirc Training Institute May 2007 - Dubai, UAE.

· Certification - HR Capability Enhancement

X-Logic F.Z. LLC June 2007 - Dubai, UAE.

· Certification – UAE Labour Law (KHDA Attested) 
Skyrocket Training Institute March 2017 - Dubai, UAE

· Certification –QSZ Certification services (Certificate of achievement – Internal Audit) 

QS Zurich AG - October 2017 - Dubai, UAE


· Dedicated and focused; able to prioritize and complete multiple tasks and follow through.

· Achieve Project goals.

· Ability to work on own initiative as well as being part of a team organized.

· Highly motivated, confident with a constructive approach to problem solving; quick to learn new concepts and skills; possess confidence and assertiveness.

· Creative, resourceful and flexible, able to adapt to changing priorities and maintain a positive attitude and strong work ethic.

· Apply methodical approach to providing effective solutions to deadlines.

· Strive to the completeness of work at the accurate time with strong emphasis on approaching details.

· Patience and ability to interface with high-level executives.

· A clear and logical communicator, able to establish rapport with both clients and colleagues, and motivate
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A highly organized and detail-oriented Senior Paralegal with over 9 years’ experience providing thorough and skillful legal support to the legal team.


· Nationality
: Indian
· Religion
: Christian
· Visa Status
: Employment Visa (Free zone)
· Marital Status
: Single
· Gender
: Female
· Languages
: English, Hindi & Konkani
· Driving License
: Valid UAE Driving License

· Further details are available upon request.
· I hereby certify that the above statements are true and correct to the best of my knowledge and belief.
THERMO L .L .C	March 2006 – February 2009





TIME MACHINE GROUP	March 1998 – August 2005





KARE GROUP OF COMPANIES	January 1997 – February 1998
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