ANTHEA
Anthea.7774@2freemail.com 
                                           D.O.B : 12 January 1983

PROFESIONAL 

OBJECTIVE


I am looking for a position to fully utilize my skills and abilities, wherein professional growth is offered, while being resourceful, innovative and flexible, as also, to cross the limitations of the work area and set new standards by accepting new challenges and exploring the kind of work, you have to offer.

WORK EXPERIENCE

WORK EXPERIENCE

WORK EXPERIENCE

 
Equilibrium FZE  - UAE                                                             (January 2007 – date)

 Legal Consultant

- a company specializing in Incorporation of Companies, JV's and M & A, Franchising, etc..

Job Profile includes:

   Business Plans

   Vetting of Contracts

   Meeting with Clients

   Advisory

   Drafting Contracts 

 
H5 Technologies                                                                 (October 2006 – Dec. 2006) - an American Professional Services Company 

        Professional Services Team 

The company helps corporate counsel and senior litigators manage information risk, via document analysis.

•
Provide Solutions for Litigation, Regulatory Compliance and Records Retention

•
Interact with Clients

•
Review Documents

•
Research

 
Datamatics Technologies Ltd.                                         (August 2006- October 2006)

        Officer – Legal BPO and KPO Operations                              

•
Completed a project, for a renowned company, based in Boston MA, documenting and reviewing contracts.

•
Managed a team of 13 lawyers.

•
Quality Control.

 
 ‘Majlis’ - an NGO dealing with Women’s Rights               (June 2006 – August 2006)

Junior Advocate 

•
Drafting

•
Counseling Clients

•
Recruiting trainees

•
Filing cases in the Family Court, at Bandra, Mumbai.

 
Canza Designs and Software Solutions Private Limited    (August 2005 to May 2006)

        HR and Administration Officer

Encompassed all HR and administration duties, including the re-framing of the leave and maternity policies, placing e-vacancies in the appropriate media, Schedule interviews, Recruitments, Joining and Leaving Formalities, Exit Interviews, Training Programs, etc.

 
Part time faculty for English for the MBA entrance examinations, at IMS Learning Resources (June 2006 onwards)

 
Faculty for English for the BMS entrance examinations at IMS Learning Resources. (April-June 2006)

 
Counselor for MBA Aspirants, and Student Coordinator for IMS Learning Resources.

Interned as an Editor, at Lexsite.com,                                 (August 2004 – June 2005)

 Lexsite is a prominent legal information resource, as well as an LPO. This job tremendously helped enhance, my drafting as well as research skills.

•
Researched on all recent judgments

•
Client Advisory

 
Bombay Neon Signs Private Ltd.                                         (August 2003 – May 2004)

HR and Administration Officer                                       

All administration duties, including Training Programs, stationary, leaves, writing and distribution of paychecks, Sending out of important emails, holding seminars and training programs, Recruitments, Joining Formalities, Holding Exit Interviews, etc.

A direct link between the employees and the Chairman.

 
Computing and Information Technology Helpdesk at University of Buffalo (UB), State University Of New York

 
Anti Rape Task Force  at the University of Buffalo (UB), State University of New York 

EDUCATION

•
Pursuing a Master of Business Laws from National Law School Bangalore, (June 2006 to June 2008).

•
Government Law College, Mumbai, India (April/May 2006)

Completed the final year (9th and 10th semesters) of the BLS LLB 5 year course, and secured a First Class (IPR and Law and Medicine)

•
Government Law College, Mumbai, India (Nov 2004)

Completed the 3rd year of the 5 year law course and conferred with the degree of Bachelor in Legal Studies (BLS).

•
University at Buffalo (UB), State University of New York (2002 – 2003)

Pursued a semester of a major in Pre law and a minor in psychology

(GPA-3.84/4.00).

•
Government Law College, Mumbai, India

1st and 2nd year pre law of the 5 year law course (First class) (2000-2002)

•
St Xavier’s College, Mumbai, India

Completed Higher Secondary Education (First Class) (2000)

•
St. Louis Convent High School, Mumbai, India

Completed Secondary School Certificate (Distinction)  (1998)

LANGUAGES    KNOWN


English, Hindi, Marathi, French, Konkani

ACADEMIC PROJECTS 

•
A Research Paper on Multiple Personality Disorder, at the University of Buffalo (UB), The State University Of New York.

COMPUTER SKILLS


•
Operating Systems: Windows 95/98/2000

•
Programming: SQL

•
Packages: HTML, Microsoft Word, Microsoft Excel, and Microsoft PowerPoint

EXTRA –CURRICULAR ACTIVITIES 

•
Helped organize  The pre-conference CME of Gold Apcon on Tuberculosis, the real challenge  – a National Convention for Pathologists all over India held in P.D Hinduja Hospital and medical research center held on the 12th of December,2001

•
Have taught the underprivileged and helped organize drives to raise funds for them

•
Have been a house captain of my school in my IXth and Xth grade and in that capacity, had an opportunity to organize many school cultural events.

•
Have completed a course in voice training, from V.I.T Mumbai and also given piano exams grade I and Grade II held by the Trinity College London, in Mumbai.

ABOUT MYSELF

POSITIVE QUALITIES

VISA STATUS:                      


•
Belief in teamwork, Positive Outlook, Perseverance, Hard working, Proactive, Good Communication and Co-ordination Skills, Ability to coordinate well; Self-motivated. 

•
A great team player and I excel in interpersonal relationships. I helped organize “MALHAR”, the most famous inter-collegiate festival, as a representative of my college, St. Xavier's, on account of which I feel I possess good organizational abilities. I have done a course on "Personality and Human Values”. I am of a very friendly nature and get tuned with the working environment in a short span of time.

Residence – Father’s sponsorship

