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Date of birth       :   10- JUNE - 1988
Sex                 :   Female      
Visa Status     :   Tourist Visa                  
 POSITION:  LEGAL SECRETARY 
A vibrant Young lady with every ability of working under pressure and with people of different cultures, races and temperaments. I am young, dynamic and very smart and can do all office work from typing, scanning, photocopy, printing, online research etc and I am willing to work as a real estate secretary in a challenging and growing environment.
Area of Experiences: 
         Company Name    :  LAW FIRM 
          Department           :   secretariat department
          Duration                :  2011 - 2013
          Position                  :  assistant / sectary
Job descriptions

·  Photocopy, scanning and printing of documents. 
· Documentation skills 

· Meeting planning 

· Telephone skills 

· Excellent verbal communication skills 

· Dependability 

· Professionalism 

· Detail oriented 

· Client relationship 

· Multi-tasking and able to meet strict deadlines 

Duties 
·  Scheduling and organizing attorney and client meetings 

· Preparing, editing and revising many various legal documents 

· Screening and directing telephone calls and client inquiries to correct parties 

· Maintaining filing systems 
· Answering the phone and answering queries 
· Photocopying, printing ,and scanning
· Using various computer packages - Word, Excel, PowerPoint, adobe CS5, Photoshop, MS Word, Outlook, WordPerfect
Personal Qualities:
· Always neat, tidy and smartly dressed

· Tactful, courteous and able to communicate well with people

· A good service attitude and able to work in a team

· A good memory to recall when and at what time there is a meeting
· I  have good physical health as  I spend most of my working hours on my feet

· Very punctual
EDUCATIONAL QUALIFICATION 

First School leaving certificate:       1999

Ordinary Level certificate:
   
2005

Advance level certificate

2007
                  Bachelor’s degree in law                  2010

     LANGUAGE
              Speak ,   writing    reading
French  : excellent ,excellent ,excellent
English   excellent ,excellent, excellent
