ALMA 
Alma.51437@2freemail.com 
Objective

To establish a career in a competitive oriented organization that would help me obtain career advancement, development and personal growth through good quality work attitude and performance. Further, to hone my potentials, skills and capabilities and become an asset to the company.

Highlights of Qualifications

· Lawyer

· Highly motivated and works with very minimal supervision

· Superb communication, interpersonal and leadership skills

· Adapts quickly to new environments and excels at  multi tasking in a fast-paced environment completing projects within time and budget constraints

· Facilitated leadership training  seminar/workshop

· Highly dependable, punctual, efficient and very hardworking

· Relate easily with all level of personnel

· Excellent organization and computer skills 

· Additional capabilities in legal research and drafting and editing of contracts

· Constantly promoted to positions of increased responsibility

Work Experience

Position:     Legal Associate



  Nakheel



  Al Sufouh, Dubai



  United Arab Emirates



  September 9, 2007 

Job Profile
Assist four (4) legal advisors in drafting legal contracts, review various processes of tendering and correspondence and legal documentation to a high standard of accuracy and within deadlines; co-ordination/planning of appointments; diary management; organization of internal and external meetings, including conference rooms using Microsoft Outlook; maintain client contacts for accuracy and ease of use; committed and working as part of the team with other member of the company in the legal department.

Position:      Legal PA/Manager                                         

                     Regional Trial Court

                     Calamba, Misamis Occidental, Philippines

                     January 23, 2003 to September 8, 2007

Job Profile

Exercise general supervision and control over all divisions, sections, and units in the office of the Executive Judge; coordinates their activities for effectiveness and efficiency; advising on all legal issues and procedures affecting the office; drafts Court decisions, orders, contracts and agreements.  Prepares arbitration and other legal proceedings; does HR functions and administration, legal research, proof reading and amendments of legal documents,  manages the court records and physical facilities of the court; provides information services to the public and other government agencies by apprising them of the latest developments of the laws through conducting seminars; assists the trial court in the latter's relationship with other public and private agencies including bar associations;   accountable for money and property deposits of the court; studies and recommends to the judge ways and means to improve both adjudicative and administrative support.   

Position:    Legal Translator/Court Interpreter  

                   Municipal Circuit Trial Court

                   Bonifacio, Misamis Occidental, Philippines

                   September 1997 to January 2003
Job Profile 

Acts as translator of the court; attends court hearings; administers oath to witnesses; marks and keeps, under the direction of the Legal PA of court, all exhibits submitted in evidence; prepares minutes of the court sessions; maintains and keeps in custody a record book of cases calendared for hearing; and performs such other duties as may be assigned by the Judge and/or Legal PA/Manager.  

Position:   Legal Secretary

                 Municipal Circuit Trial Court

                 Bonifacio, Misamis Occidental, Philippines

                 February 8, 1993 to September 1997
Job Profile 

Does general clerical functions and other related administrative tasks; manage the diaries; assists the Legal PA/Manager in maintaining the integrity of the docket books of the court; files cases including all subsequent pleadings, documents, and other pertinent communications; maintains a systematic filing of criminal cases, civil cases, special civil actions, land registration cases and administrative cases;  prepares subpoenas, court notices, processes, correspondence and assists in the release of decisions, orders, processes, subpoenas and notices as directed by the Presiding Judge and/or the Legal PA of the court;  checks and reviews exhibits and other documents in appealed cases;  prepares weekly/monthly/quarterly/annual reports to the court on the status of individual cases; and  performs such other duties as may be assigned by the Presiding Judge and/or Legal PA/Manager. 

Education
Bachelor of Laws                                                                           1997 to 2001

Medina College

Ozamiz  City

Philippines

Passed the Bar Examinations given by the Supreme Court in 2001

Master in Public Administration                                                                 1993                                                    

Misamis University

Ozamiz City, Philippines

Bachelor of Business Administration Major in Management        1988 to 1992

Silliman University

Dumaguete City, Philippines

Affiliations

1. Integrated Bar of the Philippines

2. Philippine Association of Court Employees

Seminars

1. Seminar on the Principles and Practices of Contract Management conducted by ESI International in co-operation with the George Washington University, Washington DC.(October 23-25, 2007 at Jumeirah Beach Hotel, Dubai, UAE)
2. Seminar on Project Management conducted by ESI International in co-operation with the George Washington University, Washington DC.(November 27-29, 2007 at The One and Only Royal Mirage Hotel, Dubai, UAE)
3. Dialogue on the Conduct of Pre-trial Skills and Use of Deposition and Modes of Discovery Procedures conducted by the Supreme Court of the Philippines, The United States Agency for International Development and The Asia Foundation last January 5, 2007. 

4. Regional Judicial Career Enhancement Program (Level 3) for Judges and Clerks of Courts conducted by the Philippine Judicial Academy, Supreme Court of the Philippines last October 15 to 17, 2003. 

5. Convention and Seminar of the Philippine Association of Court Employees conducted by the Supreme Court of the Philippines last July 23 to 25, 2003.  
