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OBJECTIVE

 I seek a challenging position in the legal field with a leading organization where I can utilize my experience, education and talent which would benefit the organization.
      
PROFESSIONAL EXPERIENCE 

· KEC International Ltd.




Mumbai, India
KEC International Ltd is one of the largest power transmission EPC companies in the world, part of the diversified RPG Group. KEC's core competencies are in the design, manufacture, supply, construction and maintenance of turnkey projects in the areas of Power transmission lines, Railway electrification projects, Sub-stations and Power distribution networks, Optical fiber cable (OPGW) installations and Telecom infrastructure services. The company has an increasingly strong presence in the Indian subcontinent, Middle East, Africa and the Asia-Pacific region.
· Designation: Legal cum Communication Associate      

 Duration : Aug 2006 –June 2008
· Job Description & Responsibilities  

· Legal - Understand international legal procedures and accordingly draft various agreements for international contracts. Responsible for drafting service provider agreements, coordinate with international law firms & site offices. Responsible for drafting claim agreements, analyze and review existing contracts of ongoing projects in various countries to enable filing claims. Coordinate with the secretarial department for local legal matters. Research work on various legal procedures involved for international contracts and arbitration.

· Translation - Translation of legal and commercial correspondence from French to English and vice-versa. Responsible for translation of tender documents of various north and western African countries namely - Algeria, Morocco, Mali, Tunisia, Mauritania, Ivory Coast, Chad, Congo. Responsible for translation of Memorandum of Association and Articles of Association of the company from English to French to enable tendering in French speaking markets. Act as a vital link for correspondence between the management and overseas clients. Help members of senior management to converse in French while visiting French speaking countries.

· Commercial - Verification of the Letter of Credit (L/C), preparing Commercial Invoices, Packing lists, and Manufacturing certificates. Coordinating with shipping department for obtaining the Bill of Lading and other shipping documents. Following up with the banks for transfer of funds into local currency. Preparing Project Control sheets and updating the invoice register. Coordination with site offices and local banks to avoid discrepancies. Maintaining and updating a record of the supplier bank guarantees in coordination with Finance department and concerned project managers. Maintain a record of daily collections at the Head office (Bombay) and at different sites.

· Achievements  

1. Service Provider Agreement for an Abu Dhabi Project in coordination with local law firms & Abu Dhabi site office.

2. Drafted an agreement for transmission project in Erbil , Dohuk (Iraq) to revive the existing scope of work.

3. Responsible for drafting a Claim Agreement for Ethiopia project for 6 million (local currency).

4. Analyzed and reviewed existing contract of Afghanistan project to enable to file a claim.  Drafted submissions for claim to Afghanistan.

5. Translation of tender documents of various Western African countries viz; Algeria, Morocco, Mali, Tunisia, Mauritania, Ivory Coast, Chad, Congo.
6. Handled commercial activities of projects for customers in Algeria, Nigeria, Tunisia and Abu Dhabi- UAE.

· Intelenet Global Services




Mumbai, India


Intelenet is a global BPO company, backed by Blackstone, a leading Global Private Equity Player. Intelenet Global Services is a leading third party BPO Company that delivers Business Process Outsourcing (BPO) services to Fortune 500 companies in the UK, USA, Australia and India.
· Designation:  Customer Service Executive                   

Duration : May 2003 - April 2004
· Job Description: Was part of the pilot team for the project in India. The job involved attending calls from customers from all parts of UK.
· Achievements
1. Received a certificate from NEXT (leading brand in UK) VENTURA for successfully completing Customer Service Training. 

2. Received Certificate of Appreciation for being adjudged the best performer for the month of December 2003

ACADEMICS QUALIFICATIONS
· L.L.B


Mumbai University - New Law College


Duration:3 years

Completed: April ‘07



· DBM - Diploma in Business Management


Welingkar Institute of Management Studies - Mumbai


Duration: 1 year

Completed: August ‘06



· B.Com


Mumbai University - SIES College of Arts, Science and Commerce


Duration: 3 years

Completed: March ’02



· HSC


Maharashtra State Board - SIES College of Commerce and Economics


Duration: 2 years

Completed: March ‘99 



· SSC


Maharashtra State Board - St.Anthony’s Girls High School






Completed: March ‘97



FOREIGN LANGUAGE SKILLS
1. French – Fluency in Written and Oral skills with specialized training in business correspondence and Legal translations.  
· Obtained Diplôme de langue (Diploma) in French from L`Alliance Française de Bombay.
· DELF ( Diplôme d`etudes en langues françaises ) - Completed 3 levels
· Received certificates from Ministry of Education - Paris.
· Course on Business French (Français Commerciale)
2. German   
· Beginners level course from Max Muller Bhavan (Mumbai)

CO-CURRICULAR ACTIVITIES
1. Passed 6 levels of Marathi examination conducted by Brihanmumbai Nimanstar Marathi Shikshak Sanghatna.
2. Passed 2 levels of Hindi examination conducted by Bombay Prantiya Rashtrayabhasha Prachar Sabha.

PROFESSIONAL COURSES
1. E-commerce course from SSI Ltd – Mumbai
2. Certificate course in Computer basics from NIIT – Mumbai

EXTRA-CURRICULAR ACTIVITIES
· Successfully completed e-learning course on Communication skills on RPG Virtual Gurukool

· Completed e-learning course on Law relating to Sexual Harassment at workplace on RPG Virtual Gurukool

· Presented a research paper on ‘ATTRITION IN THE BPO INDUSTRY’ at the First National Conference on BPO Industry held at D.Y. Patil Institute of Management Studies, Belapur in February 2007. 
· Participated in intra-college MOOT COURT Competitions at New Law College.
· Conducted a market research on Titan industries, its evolution, and expansion and branding. 
· Received certificate of merit from LIFE (Let individuals feel for everyone).The project involved raising funds to help the destitute and distressed, the disabled and handicapped within India.

· Received certificate for participating in the world’s longest banner (8.5 km) as part of the longest human chain to bind India on the occasion of the golden jubilee of Indian Independence.

PERSONAL DETAILS
· Date of Birth:
8th April 1981

· Marital Status:
Married
· Nationality:

Indian

· Languages Known: 
English, French, Hindi, Marathi, German, Tamil

