Shyama
Shyama.84047@2freemail.com 
OBJECTIVE
Aiming for a post as Paralegal within a reputed law office in the UAE, or as a Corporate Secretary in a prominent corporation
STRENGTHS
· Several years of legal work experience

· Excellent academic and training background

· Strong ability to perform and document legal research; good analytical skills of legal documents for accuracy and in-depth knowledge of legal terminology and principles 

· Excellent writing and communication skills, including basic computer knowledge
· Ability to prioritize and work under a tight schedule 

· BI-lingual:  English, Sinhalese
CAREER SUMMARY
	
	

	BILLING COORDINATOR

2006- DATE
	D H L

DUBAI, UAE

	
	

	ATTORNEY-AT-LAW ● 2005-2006

APPRENTICESHIP ● 2004-2005
	H.E.P. COORAY   LL.B. (CEY)

COLOMBO, SRI LANKA

	
	

	DEPUTY CORPORATE SECRETARY

2001-2004
	CEYLON CHAMBER FOR IMPORTERS OF MOTOR VEHICLES   

RAJAGIRIYA, SRI LANKA

	
	

	COMPUTER OPERATOR

1999-2000
	HAYASHI EXPORTS PVT LTD

RAJAGIRIYA, SRI LANKA


	
	


EDUCATION
	
	
	

	2001-2005
	BACHELOR OF LAW
	SRI LANKA LAW COLLEGE

	
	
	

	1996-2000
	COMPLETED STAGES I, II, III
	ASSOCIATION OF ACCOUNTING TECHNICIANS OF SRI LANKA

	
	
	

	1993-1996
	COMPLETED ADVANCED LEVEL
	PRESBYTERIAN GIRL’S SCHOOL - DEHIWALA

	
	
	

	1983-1993
	COMPLETED ORDINARY LEVEL
	PRESBYTERIAN GIRL’S SCHOOL - DEHIWALA

	
	
	


CAPABILITIES as Paralegal

· Assist attorneys in preparing for closings, hearings, trials and corporate meetings in many ways, such as:
· Researching legal documents 
· Drafting contracts, mortgages, separation agreements and trust instruments

· Checking legal forms for accuracy 
· Preparing declarations and form complaints
· Helping prepare legal arguments, drafting pleadings and motions 

· Investigating cases 

· Obtaining affidavits 

· Providing trial assistance 

· Organizing and tracking case files
· Summarizing legal documents 

CAPABILITIES as Corporate Secretary
· Manage the correspondence addressed to the Board including, where necessary, the writing of acknowledgements; the re-direction of individual items of correspondence to the appropriate officer for handling; and, if a response signed by the Chair is not necessary, a follow-up to ensure that suitable action has been taken
· Under the direction of the Chair, prepare the agendas for all meetings of the Board, assemble the relevant support material, and ensure timely delivery to the directors

· In consultation with the Chair, schedule appointments for individuals and groups wishing to address the Board

· Take minutes for all meetings of the Board and, when approved by the Board, sign such minutes jointly with the presiding Chair

· Complete Board Meeting Fees Claim Forms for the payment of Board or for Other Meetings where minutes including a record of attendance are provided in the Authority’s records

· Review and process for approval and settlement all expense claims submitted by the directors including the Chair

· Maintain an overall record of director attendance at Board and committee meetings

· Hold the original copies of the Conflict of Interest declarations signed by the directors

· Have custody of all Board records including the minutes of all meetings of the Board and its committees

· Delegate some, but not all, of the tasks as it relates to this position.
PERSONAL DETAILS

Sri Lankan National

Born 20th May 1977

Unmarried
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