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238799@gulfjobseekers.com 
Highly efficient legal assistant with extensive knowledge of the administrative and secretarial procedures in a legal environment. A strong team player with excellent client facing and configuration skills. Having an ability to communicate complex sensitive information in an understandable form to clients.
 PROFILE SUMMARY


Result Oriented ‘Law Professional’ with more than 4 years’ experience tasked with providing general legal administrative and secretarial support to solicitors & a legal team. Involved in researching legal precedent, investigating facts and also keeping professional contact with a caseload of over 100 clients. 
Result Oriented ‘Insurance advisor’ with more than 6 years’ experience tasked with Promoting Insurance services for both Life & General insurance.
KEY SKILLS & COMPETENCIES
· Ability to work well within a team. 
· Can work under pressure and with limited supervision. 
· Creative and resourceful in producing results with minimal direction.
ORGANISATIONAL EXPERIENCE
Since Jan 2010, 
LEGAL ASSISTANT / SUIT CLERK 
Kerala State Road Transport Corporation (Public Sector Undertaking), Trivandrum, Kerala, India 

RESPONSIBILITIES

· Preparation of all legal documents

· Obtain and review road transport law papers

· Maintain files as per recent court decisions
· Conduct Motor Accidents Claims Tribunals (MACT) cases.

SELF EMPLOYMENT
Since April 2003,
INSURANCE ADVISOR IN 
Life Insurance Corporation of India (April 2003 to Sep 2006)
Met life India Insurance Company (Oct 2006 to Dec 2009)
RESPONSIBILITIES
· Technical support and assistance to Insurance Managers in soliciting new business. 
· Promoting Insurance services for both life and general insurance.

· Good relationship with existing and prospective Clients.

· General awareness about the market.

· Get deals with individuals and their families and their corporate business members
SELF EMPLOYMENT
Since 2003 
PRIVATE TUITION FOR HIGH SCHOOL STUDENTS
· Teaching high school students in different curriculum.

· Applying innovative interactive methods to make learning fun.

· Initiate in organizing Quiz in collaboration with the students.
ACADEMIC QUALIFICATIONS
· LLB (Bachelor of Law) from Govt. College of Law, Kerala University, Kerala, INDIA
· BA (Bachelor of Arts in English Language & Literature) from Mar Ivaniose College, Kerala University, Kerala, INDIA
· ITI/ITC (Industrial Training Institute) training course for Welder 
· VHSE (Vocational Higher Secondary Education on Travel and Tourism) from Kerala State Board.
IT SKILLS

· Conversant with MS-Office Suite, Internet Applications
HOBBIES
· Reading the ancient Literature

· Interested in Social work
PROFESSIONAL EFFICIENCY
· Diligent and active
· Personal Initiative

· Courageous and professional

· Excellent communication skill
· Excellent Organizational skill

PERSONAL DETAILS 
Date of Birth:   

20th Feb, 1982
Nationality 

Indian

Marital Status
Married

Driving License
NIL
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