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A result oriented Professional with 3 years of rich & comprehensive experience in Administration & Back office Management, Associate Legal in some of the esteem organisation
Skills:

Deft in Drafting, handling & maintaining healthy relationships with customer.

Strong Communicator with the ability to collaborate effectively with diverse clientele.

Extensive background in challenging environments with proven ability to represent the company.

High integrity, energetic, self-motivated.

Innovative Problem-Solver who thinks outside the box to find effective, permanent solutions.

Highlights:

* Result- oriented 
* Self-Directed 

* Time Management

*Professional and mature

* Understands grammar

Additional info:

Status: Single

Birthday: 01st May, 1992
Passport #: M0624148.

Nationality: Indian,



MUNEER 
E-mail Add: muneer.380993@2freemail.com 
OFFICE ADMINISTRATOR, H.R ASSISTANT, TELE CALLER, BACK OFFICE, SALES & MARKETING EXECUTIVE, 
_________________________________________________________________________
PROFESSIONAL EXPERIENCE [ (3) Three years]
_________________________________________________________________________
LEGAL ASSOCIATE & ADMINASTRATION:- ( November2017- February 2018 )
TATA MOTORS INTERNATIONAL BUSINESS (Third Party Payroll)
Job Role: Professional experience in Drafting of various legal Documents such as Service Agreements, Distribution Agreements etc. with various service provider and distributor located in various countries, maintaining country vise records of all the legal documents physically and in the company’s internal software system, Managing Departments requirement in co ordination with the administration department, Managing correspondence by answering emails and sorting mails, Develop and maintain filling system; Take care of website, internal software functions, Attend seminars; workshop when required, update and maintain office policies and procedures
 Notable Contributions
· Successfully achieved targets on month on month basis.
-------x------
ADMINISTRATION CUM LEGAL ASSOCIATE:- (February 2015 – November 2017)
VIJAYKUMAR AND COMPANY
Job Role: 
i. Professional experience in administrative capacity, providing support and assistance to HR and Admin Manager throughout the company. Organise Meetings pertaining to Legal proceeding with clients; Maintained custody of all legal documents for the company; Attended Clients and taking follow-up on legal proceeding with senior counsellor; Draft and edit correspondence, prepare briefings, and assist with paralegal tasks; 
ii. Drafting of various legal Documents including but not limited Agreement for Sale, Sale    Deed, Release Deed, Leave and License Agreement, etc.
iii. Title search of Immovable Property in Government records (Viz. Revenue record department), Gathering all the search entries from the search clerk and preparing and presenting the search report to the client. Providing the client with the exact title of the property.
iv. Formation of Co-Operative Housing Society and Co-operative Society for newly constructed building, by following all the procedure and Documentation and submission of all necessary documents in the office of the Registrar of society (Governments office) for the purpose of Registration of Co-operative Housing Society and Co-operative Society limited and Providing guidance to the flat purchaser with regards to formation and operation of co-operative housing society.
v.  Visiting various government offices in order to abstract relevant records pertaining to Immovable property by various means such as by filling an RTI, applications etc. 
Notable Contributions
· Successfully completed the designated work.

· Received number of Appreciations for good and hard work within the office.

EDUCATION

____________________________________________________________________________

Academics:
	Degree/Course
	Institution
	Year Of Passing
	Percentage/Grade

	B.Com ( Bachelor in Commerce)
	Bhausaheb Vartak college,
Mumbai University
	2012
	60.00%


	H.S.C (10+2)
	Bhausaheb Vartak college,
                   Mumbai University
	2009
	63.83%

	S.S.C
	N.G.K. Gokhale High School
Maharashtra State Board
	2007
	70.92%



Computer knowledge:

· Good hand in Word, Excel and PowerPoint, Internet and surfing
