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Career Abstract

· Highly dedicated, organized and multi-skilled professional with excellent secretarial, legal and administrative skills with more than 29 years plus experience in Government and Private Sectors.
· Effective communication skills – verbal and written.
· Ability to work independently, under pressure and tight deadlines.
· Excellent in prioritizing the work based on their needs.
· Highly dependable and able to maintain confidential and sensitive information.
Key Skills

· Thorough knowledge of legal work.
· Manage all administrative tasks.
· Proficiency in shorthand and typing at the speed of 120/80 wpm.
· Knowledge of computer software.
· Good command over English.
· Ability to provide all general administrative requirements in any office or legal firm.
.

Professional Experience

Assistant Registrar-cum-Private Secretary to the Hon’ble Judge

Court, New Delhi, India (23rd April, 1987 – 16th September,2013)

Responsibilities

· Shouldered all kinds of responsibilities required with the post as I have had the experience of working in the office of the Head of the Indian Judiciary, Hon’ble the Chief Justice of India, on more occasions than one, apart from working experience with many Hon’ble Judges of the Supreme Court.
· Assisting the Hon’ble Judges with case files and management thereof.
· Record the minutes of the day-to-day court matters and meetings.
· Assist the Court by taking out the Acts and relevant Judgments before hand for ready reference in daily listed cases for saving precious time of the Court.
· Kept track on the important matters and their listing thereof.
· Train and mentor the junior legal secretaries/staff.
Achievement

· Received appreciation for diligence in work.
· Rewarded with special increments twice by the Hon’ble the Chief Justices of India.
Assistant Grade-II

International Airports, New Delhi, India (April 1986 – April 1987)

Stenographer-Grade II

Ministry of Transport, New Delhi, India (for six months)

Stenographer

Limited Company, New Delhi, India ( 1983 – 1985)

Responsibilities

· Examine correspondence and reply as instructed
· Screened telephone calls and direct as and where necessary
· Arrange conferences and meetings
· Maintain schedules and follow ups
· Collected, compiled, arranged and retained reports, records, files and data
Education

· Bachelor of General Laws, Kurukshetra University, India (1993)
· Personnel Management, Annamalai University, Karnataka India (1987)
· Bachelor of Arts, Delhi University, India (1982-1985)
Personal Highlights

· Positive attitude; hard working and punctual.
· Self motivated and enthusiastic person.
· Capable of working alone, without supervision.
· Ability to work under pressurized situation.
· Excellent time management skills.
· Comfortable in interacting with the people from diverse culture.
· Successful in dealing with people at all level.
· Language Skills: English and Hindi (Full professional proficiency)
Personal Details

· Date of Birth – 24th April, 1965.
· Nationality – Indian
· Marital Status – Married with two children
Other Achievments

· Represented School at State Level in Badminton
· Represented School as Captain of Volley Ball and Basket Ball Teams
Hobbies

· Comic sketching
