Anushya 
Email: anushya.98896@2freemail.com 
POST OF LEGAL SECRETARY
Objective
    To secure a challenging Secretarial/Administrative position in an exciting and dynamic organization which  offers opportunities for career advancement

Strengths
  Excellent Organizational and administrative skills team player, good communication and interpersonal skills, hard working and flexible

Educational Qualifications 

· Passed G.C.E. Ordinary Level Examination in the year 1978

Professional Qualifications
· Obtained Diploma in Secretarial Course conducted at Ladies College, Colombo, Sri Lanka
· Posses excellent knowledge in Widows, MS Office package & Internet
· Obtained Management Skills for Executive Secretaries at Nadia Training Institute,  UAE
Work Experience 

July 1982 – March 1991

Singalanka Standard Chemicals Ltd.,-Sri Lanka
Position – Secretary to the Finance Director

Job Profile

· Handling all correspondence

· Typing work inclusive of  quotations 

·    Attending to telephone calls

·    Maintaining proper filing system

·    Attending to Meetings pertaining to Board of Directors

May 1991 – Dec 1992

The National Chamber of Commerce-Sri Lanka
Position – Secretary to the Secretary General

Job Profile

· Handling all correspondence of the company

· Co-ordination with the Executive Committee 

·    Arranging Seminars

·     Maintaining Board Meeting files

Jan 1993 – Nov 1995

Tremore Company-Sri Lanka
Position – Secretary to the Chairman

Job Profile

· Handling all correspondence of the company

·    Typing Financial Reports on Spread Sheets

·    Liaison work in connection with exports of garments to USA 

·    Liaising with Airlines and Hotels

·    Fixing appointments and meetings as per the Chairman’s schedule

Nov 1995 – Oct 1999

Cosmart International Ltd.,-Sri Lanka
Position – Secretary to the Managing Director

Job Profile

· Handling all correspondence of the company

·    Typing Financial Reports on Spread Sheets

·    Liaison work in connection with Buyers, Airlines, and Hotels

·    Fixing appointments and meetings as per the Chairman’s schedule

Feb 2000 – Nov 2000

Hotel Galadari- Sri Lanka
Position – Secretary to the Accounts Department

Job Profile

·    Handling all correspondence work pertaining to the Credit Department

·    Set up and maintain an office filing system 

Nov 2000 – Mar 2001

UNICEF (United National Children’s Fund)-Sri Lanka
Position – Secretary

Job Profile

· Handling all Secretarial function pertaining to the Country Program Management Plan

·    Attending to the Workshop with regards to the Country Program 

·    Maintaining necessary filing system 
June 2005 – August 2008
Afridi & Angell – Legal Consultants - Dubai
Position – Secretary 

Job Profile
·    Typing legal documents such as various Agreements, Legal Opinions etc
amendments to documents using Track changes and Delta View 
(Typing speed  55-60 wpm) – [copy typing & audio typing]
·    Answering telephone calls and attending to clients enquiries
·    Attending to emails, faxes, scanning and filing in appropriate client files  

·    Opening new matters and files and updating files

·    Making hotel reservations, Air line booking

·    Entering Time Sheet in the accounting package and balancing weekly and month end Summaries
Personal Details

Date of Birth

:
29th January 1963

Marital Status

:
Married

Nationality


:
Sri Lankan

Visa Status


:
Residence Visa (On Husbands Sponsorship)

Language known
:
English, Sinhala, Tamil

