CURRICULAM  VITAE
THAHA                 







Email: thaha.38997@2freemail.com 
31 Yr. Old, Valid Indian Passport Holder, Married
ACADEMIC QUALIFICATION
· Master Degree in Law
University of Cochin – 2000 - 2002

· Bachelor Degree in Law

      University of Cochin – 1996 - 1999
· Bachelor Degree in Commerce

      University of Calicut – 1992 – 1995
· Diploma in Office Automation

(MS Word, MS Excel, MS Power Point, Internet, etc)
CAREER PROFILE

June 2006- Till date   
M/s. Al Ghafly General Contracting          Legal Secretary
                                                          Abu Dhabi, UAE                                  
May 2005- June 2006
Civil & Criminal Courts, Kerala

Lawyer Practice

Apr 2004- May 2005

Union Bank of India, Thrissur

Legal Secretary
Dec 2002- Jan 2004

Additional Advocate General Office
Junior Counsel
High Court of Kerala, India

AREA OF SPECIALISATION

                    Law / Administration

PROFILE IN BRIEF

Having seven years of experience in the field of law based Secretarial works  in India and UAE in Making Agreements and Contracts, Specialized in Labor Laws, Contract Laws, Commercial Laws, Insurance Law, Industrial Laws, Verification and scrutiny of documents, Laising with external clients and associates, conducting preliminary searches, Amending letters and other administrative tasks, Dealings with Banks and other Authorities, Administration and Managing of office, Preparation of official matters etc.
· Excellent computer literacy

· Systematic thinking and analytical skills

· Ability to work under pressure with tight personal and department dead lines.

· Excellent command over English in writing and speaking.
· Having Excellent Convincing Capacity and Presentation Skills.

· Disciplined and having strong sense of responsibility.

· Self-motivated team player and fast learner and having a strong leadership.

· Extensive interaction with the public and all levels of employees both within and outside of the organization. 

· Maintains a favorable working relationship with all company employees to foster and promote a cooperative and harmonious working climate, which will be conducive to maximum employee morale, productivity and efficiency/effectiveness.

· Energetic and responsible natured.

· Friendly, Sociable and Hardworking.

· Dedicated and result oriented
REFERENCES ARE AVAILABLE UPON REQUIREMENT
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