	NAME

SANTHA 
Santha.50929@2freemail.com 
Visa Status

On Husband Visa

Age and date of birth

29 Years 

QUALIFICATIONS

L L B [Bachelor of Law]

Mysore University

B A History [Bachelor of History]

Calicut University

Diploma In computers

Passed Typing Lower grade course
Languages Known

English, Malayalam, Kannada, Hindi

Areas of Strength

· Self Correspondence

· Proficiency in Computers

· Good interpersonal skill

· Good communication skills

· Adaptability

· Punctuality

· Decision making

· Work without supervision

· Good team player 


	
	Career Objectives

To obtaining a challenging position in an organization which will enable me to use my talents, creativity and ability to the maximum and thus contribute to the growth of the organization as well as myself

Professional Experience:-

7 years experience as lawyer cum office administrator in a law firm in India. From 2000 to 2007

Job profile as Office administrator in law firm

· Responsible for office correspondence

· Responsible for Daily attendance of the staff

· Job allocation and co ordination with other staff 

· Arranging meetings with various clients

· Preparation of minutes of meetings

Job Profile as lawyer.

· Dealing with clients

· Self correspondence 

· Representation of the cases before the courts

· Preparation of complaints and counter statement

· Legal documents analysis and proofing

· Legal research

· Entering of time sheet and filing

· Experience in the areas of civil, insurance, Banking, Intellectual properties and Criminal laws




CURRICULAM VITAE

