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	SUMMARY


· Drafting contracts securing company’s interests, limiting company’s liability and stipulating duties of both of the company and its agents, partners and customers. Such as Non Disclosure and Non Circumvention Agreements; Freight Forwarding, Brokerage and Carriage (Trucking, Rail and Air Freight) Agreements, Agency and Representation (including exclusive agreements); Service, Distribution and Sale and Purchase Agreements;

· Various contracts and agreements revision and negotiation;

· Successful handling various real estate related duties, such as: drafting Real Estate Sale and Purchase and Tenancy Agreements, registering real estate transactions, assisting in real estate dispute resolution with Dubai Courts, disputes and complaints with landlords and tenants;
· Companies formation (including drafting, revision and negotiation, legalization and attestation of the charter documents) in UAE including free zones, USA, offshore (BVI, Hong Kong), Russia, registering representative offices in Russia and CIS states. Related amendments, renewals and reporting;

· Drafting and implementation of agreements governing employment with the company based on UAE Labor and Civil Laws; such as Service Agreement, Non-Disclosure and Non-Solicitation, Material Liability Agreement in related to the company’s assets, Internal Loan Agreement;

· Successful creation, implementation and ensuring compliance with company’s internal policies, such as General Regulations (Attendance, Induction, Assessment, Termination Manuals), Rules of Professional Conduct, Attendance, Benefits and Bonuses, Internal Loan;

· Successful handling of some of HR duties such as staff selection, interviewing, employment (coordination of PRO) and termination. Ensuring company’s compliance with UAE Labour Law;

· Handling corporate secretary duties;

· Administrative support of the company:
· Drafting various letters, requests, claims, responses on behalf of the company;

· Drafting various Powers of Attorney, proxies and authorization;

· Documents attestation and legalization;

· Liaising with external litigators, service providers, various authorities in UAE and abroad;

· Establishing administrative system in the company (documents filing system, various databases);

· Information research and reporting;

· Assisting General Manager in various issues such as appointments and travel management;

· Follow up on miscellaneous company’s issues;
· Staff supervision

· Representation of the company in a various situations;

· Translation.

	EXPERIENCE

	Feb 2012 -  June 2012

	
	Paralegal, Milio International DMCC (Dubai, UAE)

	
	· Establishing representative office in Tajikistan

· INCOTERMS based oil sale and purchase contracts drafting and revision

· Freight forwarding / carriage contracts revision and negotiation

· Service agreements drafting, revision and negotiation

· Charter documents legalization and attestation

· Translation for Legal Director




	Nov 2008 – Feb 2012 

	
	Office Relations Manager / Legal Counsel, Delivery World L.L.C. (Dubai, U.A.E.)

	
	Up to now this company does not hire Legal or Admin executive, using the forms of the documents created and developed by me.

· Prepared full set of bi-lingual templates for all contracts necessary for company’s business conduct – freight forwarding, agency, representation, sale and purchase;

· Streamlined HR system in the company by creating complete set of documents bi-lingual governing employment with the company both in Russia and in the UAE, including all necessary policies, procedures, guidelines (such as selection and interviewing guide and tests, employment and termination, attendance, leaves, benefits, performance review and appraisal, internal loans and others), job offers, internal service (employment) agreement, material liability of the company’s assets, prepared all template documents used by HR Department up to date (Applications forms, NOCs, Salary Certificates, Job Offers, Employment Agreements, Non-disclosure and Non-solicitation agreements, End of Service Certificates and etc.);

· Establishing company’s affiliates in the UAE free zones, BVI, USA, Hong Kong, Russia, representative office in Russia;

· Optimized taxation in Russia;

· Prepared various agreements governing real estate related relations, such as tenancy contract compiling all necessary duties, responsibilities and liabilities (not available in standard tenancy contract template), real estate sale and purchase agreement;

· Handled and resolved disputes with landlords and tenants, assisted in real estate dispute resolution with Dubai Courts, intellectual property (domain names) disputes with WIPO;

· Set up and maintained Administration system in a company – arranged filing system, requests / letters templates;
· Handled selection, interviewing and employment processes;

· Successfully represented the company in various situations.


	March 2008 – Sept 2008
	
	

	
	Manager, Royd Group, Moscow, Russia

	
	· Drafting and revising contracts, agreements and other legal documents of the company; 

· Translation and revising translations. 


	Sept 2007 – Jan 2008
	
	

	
	Legal Manager (Corporate), ICICI Bank Eurasia Ltd., Moscow, Russia

	
	· Preparing standardized loan (including consolidate loan) agreements; 

· Preparing tender documentation;

· Due diligence of agreements, other documents;

· Participation in negotiations;

· Dealing with outsourced legal agencies / advisors; 

· Monitoring of current effective legislation and CBR regulations; 

· Participation in regulatory relations (liaisons), legal advising; 

· Preparing Minutes of Meeting of Executive, Supervisory Board;

· General legal support to bank's employees; 

· Considering, revising agreements (lease, sublease, service, purchase, supply);

· General assistance in preparing corporate documents/support in implementation of corporate decisions (Sole Participant’s Decisions, Appointments of Directors etc.)

· Registrations of corporate documents;

· Legal researches (civil law, labor law, administrative law, court practice), 

· Review and amending contracts, drafting different kinds of contracts, power-of-attorneys, compliance procedures and other legal documents, drafting documents for corporate transactions (charter amendments etc.), 

· Notary attestation of documents

· General legal support


	Dec 2005 – Sept 2007
	
	

	
	International Department Manager, CJSC International Exhibitions Group Bizon, Moscow, Russia

	
	· Project management (International Defense Exhibition of Land Forces IDELF, International Exhibitions of Means of State Securities Provision Interpolitex and International Aerospace Salon Inavex and International Ecological Conference Interecology, Cyprus), 

· Full support and communication with all foreign clients of the company: drawing of contracts and invoices; 

· Drafting, revising and negotiating of all company’s contracts with foreign customers;

· Written translation of legal, technical (due to requirements of the MoD of the Russian Federation for export of military and double oriented products as exhibits to the territory of Russia), as well as of all business related documents, verbal translations;

· Communication and interaction with state authorities, customs;

· CRM-system.


	March 2003 – September 2004
	
	

	
	Lawyer, OJSC Volga AviaServis, Saratov, Russia


	Sept 2002 – Dec 2002
	
	

	
	Trainee, FSUE The Big Russian Encyclopedia, Moscow, Russia


	Dec 2000 – July 2001
	
	

	
	Junior Legal Counsel, TNK BP Povolzh’ye (Saratovnefteproduct), Saratov, Russia


	EDUCATION


	2004 – 2007
	Diplomatic Academy of the Russian Ministry of the Foreign Affairs, International Relations Department (part time)
Specialist in International Relations
 

	
	

	1999 – 2004
	Saratov State Academy of Law, Institute of Justice (Top 3 Law Schools in Russia)
Lawyer, Diploma

	
	

	1999 – 2004
	Saratov State Academy of Law, Additional to Higher Education (“Law”), 

Interpreter in the sphere of the professional communication (“Law"), diploma

(included 2 years courses Introduction to European, British American Law; 3 years of Contractual Law)


	SKILLS


	MS Office applications, CRM, Internet, legal databases;

	Languages – Russian (Native), English (fluent), French (basic)


	PERSONAL INFORMATION


	Date of birth
	11 September, 1982
	

	Nationality
	Russian
	

	Cancelled DMCC Free Zone visa, Driving License, own car


