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E-mail
: baskaran.51449@2freemail.com 
Dubai

United Arab Emirates

BASKARAN

Personal Information
Nationality
:  Indian





Date of Birth
:  03-09-1958




Marital Status:  Married with two children

Languages 
:    English, Hindi and Tamil





Profile                    
Senior Legal Secretary with eleven years experience in multinational Law Firm in Dubai and Senior Executive Secretary with several years experience in India.


· Rendered professional and efficient secretarial support to the Partners of the Legal Consultants, top Executives, both in Government entity and Private Sector.

· Tenacious and capable of establishing efficient working environment for the executives/attorneys under whom I work.

Strengths



:   Vast experience in Dubai 






    Perseverance






    Reliability






    Sincerity






    Flexibility to suit environment / meet the target.






    Remarkable Credentials

Academic
Bachelor of Arts (History), University of Madras, Chennai – India 
Legal Education

Admitted for Legal

Course




    Master in Business Laws (Distance Education Department)





    National Law School of India University, India.






    Subjects taken up 





    Banking Law, Corporate Law, Contracts Law






    Industrial Relations Law, Environmental Law

Technical Skills

English Shorthand


: 150 words per minute (with sound knowledge in

                                                                Legal Terminology)

English Typing Speed

: 80 words per minute

Computers



: MS Word, MS Excel, FoxBASE, Internet Browsing





  Organising Email messages, PowerPoint
Employment History:
AFRIDI & ANGELL, Dubai 
A leading multinational law firm in Dubai, UAE.





Senior Legal Secretary (1996 to date)
· Efficiently assisting one of the senior partners of the firm in his day-to-day assignments, viz.;
1. rendering timely advice/opinions to clients/developers/freehold property buyers;

2. preparation of legal documents, agreements, drafting opinions in the areas of banking, corporate, commercial, real estate properties and maritime law matters;

· Rendering service to a Senior Partner who specialises in banking, corporate, commercial, real estate and maritime matters. My duties, as a support staff to him, are to assist drafting and amend agreements, viz.  Property Purchase Agreements, Property Resale Agreement, Term Loan Agreement, Mortgage Agreement, various corporate and banking documents, legal documents, contracts, etc; and issuing opinions to clients on legal issues, affairs, disputes, etc.
· coordination with clients, scheduling appointments;

· preparation for conferences and meetings; 

· preparation of fee notes based on the partner’s attendances, follow-up for payments thereafter; and

· routine secretarial and administrative tasks, etc.


Dubai Electricity & Water Authority, Dubai, United Arab Emirates (1994-1996)

-
Secretarial support to the Head of Maintenance Department (UAE national) in all his office functions and got appreciation from him. Preparation and timely completion of MIS reports, daily report on maintenance activities, meeting arrangements and minutes taking and self-correspondence.

Prefab Building Industries Co., Dubai, United Arab Emirates (1992-1994)

-
Reporting General Manager of the company, close coordination with Engineers, extending secretarial functions, preparation of staff details and maintenance of confidential records, meeting arrangements, preparation of minutes, etc.

Tamil Nadu State Marketing Corporation, (Government owned Corporation) Chennai, India (1987 - 1992)

-
As a Personal Secretary to the General Manager of the Corporation, who is an IAS cadre.


Executive Secretarial functions, maintaining high degree of confidentiality, timely completion of assigned tasks, meeting arrangements and minutes taking, screening all incoming mails and telephone calls, assisting the General Manager in his special functions for IT Department, self correspondence, etc.

Additional Information:
Holder of UAE Driving Licence with own car.
Visa Status

:
On Residence Visa.

Salary Drawn
:
AED 11,000/- p.m. plus benefits
Salary Expected
:
AED 15,000/- p.m. plus benefits
 February 2008
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