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Career Summary and Skills
An exceedingly organised, skilled and qualified Legal Professional with two years of diverse experience in providing Legal assistance and Advisory to Corporate and Human Rights Organisations. Possesses a vast wealth of knowledge, academic excellence and has a proven record of providing indispensable service and delivering positive outcomes to the firm in a timely manner.
I have extensive understanding in Examining and Review of Documents, Drafting, Advisory & other Administrative and Secretarial duties. Constantly focused on resolving legal issues and always looking for ways to improve and evolve processes. A quick learner who can quickly absorb new situations and communicate clearly and effectively with both professionals and members of the public.
Eager to find a progressive job position as Legal Advisor/Associate where I can make optimum use of my legal knowledge & skills and gain further experience while enhancing the
Company’s/ Firms productivity and reputation.
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Core Competency
· Strong capability to discuss and communicate effectively. 
· Reviewing & Examining Legal Documents. 
· Drafting various Legal Documents, Agreements, Reports, Notices, Letters, Tender Docs., Human Rights Agreements etc. 
· Excellent legal research skills. 
· Multi task performer with ability to prioritize the workload to meet deadlines. 
· Outstanding Interpretational & Analytical skills 
· Coordination, Negotiation & Settlement abilities. 
· Risk Assessment in various Agreements. 
· Flexible attitude to work. 
· Open to change and a Good team player. 
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Additional Qualification
· Diploma in Cyber Law. Government Law College, Mumbai, India. 
· IELTS Certification by British Council (Aggregate 7.0). 
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Dissertation and Research Paper
· I have written a Dissertation on “International Carriage of Cargo by Air- Carrier’s Liability” and have been awarded with Distinction in Aligarh Muslim University. 
· As a part of my Post-graduation in University of Sydney, I have written Research Paper on “Land Displacement and Indigenous people: It’s Causes and Consequences in 
North-east India”. 

Work Experience
Having 2 years of experience in Legal field and expertise in Advisory, Drafting, Documentation, Coordination, Human Rights Research and Drafting, Secretarial duties and Contracts. (B.A. LL.B, LL.M, M.H.R.D)
Worked at—District Court Aligarh, Shafi Mohammed and Assiciates. (2012-2013, 2014-2015)
Responsibility Area:
· Individually responsible for Drafting – Drafting all kinds of business contracts, Shareholder Agreements, Legal documents, Bank Guarantee, lease agreements, etc. 
· Drafting agreements in accordance with International Human Rights Policies. 
· Handling cases of Human Rights Violations. 
· Examining & Reviewing Legal Documents and Contracts and finalizing through negotiation on various legal aspects directly with the Client. 
· Drafting, Negotiating and Validation of various legal documents and Contracts. Settlement Agreements, Consultancy Agreement, Software Development Agreements, Marketing Agreements, Legal Notices, Share Transfer Agreements, Shareholders resolution etc. 
· Identify Risks involved in any Agreement or transaction. Preparing Legal Due Diligence Report for every new client and also presenting in board meetings the legal issues over any 
transaction. It includes review of all constitutional documents, material agreements, checking status of pending litigation, arbitration or any dispute and preparing a report with the key findings.
· Advice Firm on various corporate matters including HR policies, labor matters, etc. 
· Assist in Compliance & Settlement issues. Prepare reports as and when requested by the Management or compliance issues. Liaisoning with Government bodies for ensuring due compliance on Legal matters. 
· Performing coordination and follow up activities with the Clients and internal departments for any requisite information or documents required on day to day basis. 
· Involved in internal Committees set up by the Management and prepare report regarding committee hearings on case to case basis. 
· Assisting HR in documentation and Administrative services. Assist HR Team and in drafting policies or any circulation. 
· Arrange meetings and also summarize minutes of the meeting. Attending all foreign delegates for new projects and preparing reports on the discussions and negotiations held in meetings. 
· Managing office work for Legal Manager and Executive Director. Scheduling meetings, email activities, drafting letters, notices, arranging documents, etc. 
· Attend training sessions on behalf of department and responsible for providing training session for Legal team. 
· Assist in research and documentation and other related matters. 
· Construction of HR policies according to the International Human Rights standards. 

Legal Internships, Projects, Seminars and Paper Presentations
Internships-
· Right to Information Act, 2005 – A Campaign. Under guidance of Mr. Arvind Kejriwal (Magsaysay Award Winner). Provided legal aid to people and helped them file their First Right to Information Application and helped them spreading awareness about the New Act. I filed around 143 R.T.I Applications. 
· R.L.E.K. (Rural Litigation and Entitlement Kendra, Dehradun. Under supervision of Mr. Avdhash Kaushal (Chairman, President Award Winner). Successfully completed one month Summer internship. During this internship I visited Jaunpur Area of Tehri Garhwal District, Uttaranchal. Spreading legal awareness among the tribal masses as they were in grave condition of displacement from their traditional habitats and conducted a survey relating to the education ratio in that area. 
· Worked in Supreme Court of India, under direction of Adv. Arvind Varma ( Senior Advocate of Supreme Court). Assisted him in various cases of civil nature. Regular visits to the Honourable Supreme Court. 
· Worked in District Court if Aligarh, under supervision of Adv. Shafi Mohd. Siddiqque ( District Court Advocate). Worked on the cases relating to civil disputes. The experience of District Court actually provided me an insight on real Indian judicial system. 
· Worked in Supreme Court of India, with Adv. S. Wasim. A. Qadri ( Senior Advocate of Supreme Court). Drafted various legal documents, writs, contracts, compliance agreements etc. 
· Worked in The National Judicial Academy of Nepal, with Mr. ShreeKrishna Mulmi (Deputy Director of N.J.ANepal, Kathmandu. Reviewed Various Articles for National Judicial Academy’s Law Journal (2014). Wrote abstracts for two articles for the same journal. 
Conducted a training session for junior staffs of judiciary and prosecutors office. Prepared documents on human rights and humanitarian laws. 
Projects –
· Prepared and Presented a Research Paper on “Child Abuse and Child Labour” at a Seminar organized by R.L.E.K. (Rural Litigation and Entitlement Kendra) 
· Prepared  and  Presented  a  Paper  on  “National  Rural  Employment  Guarantee  Act,  2005”  at 
R.L.E.K. (Rural Litigation and Entitlement Kendra). 
· Prepared and Presented a Paper on “First Information Report” at R.L.E.K. (Rural Litigation and 
Entitlement Kendra). 
· Project on “Right to Information Act, 2005” and Paper Presentation in Indira Gandhi Stadium, 
New Delhi. 
· Prepared a complete case study of successful women pradhan at R.L.E.K. 
· Participated in the Workshop on Women and Society (dated 22nd Feb to 4th March, 2006) at Centre For Women Studies, Aligarh Muslim University, Aligarh. 
Seminars-
· Seminar on Humanitarian Law by Law Faculty on A.M.U. attended by a Guest Speaker Mr. Salman Khursheed and Mr. P.A. Inamdar. 
· Golden Jubilee Seminar organized by I.L.I. (International Law Institute, New  Delhi) held at 
	Vigyan Bhawan, New Delhi (Guest Speaker Former President of
	India Mr. A.P.J. Abdul

	Kalam and Chief Justice of India Mr. K.G.  Balakrishnan).
	

	 Annual   Seminar   by   an   N.G.O   (AMAN   BIRADARI)   held
	at   Delhi   University,

	New Delhi (dated 2nd March 2007)
	


Paper Presentations-
· Presented a paper on food security at University of Sydney, Australia in 2013. 
· Presented a paper in 2009 in students seminar on Different Contemporary Dimensions Of Human Right on- Right To Health: a socio-legal perspective. 

Additional Skills
IT: Proficient in MS word, PPT, Excel and good knowledge of online research.

Personal Details

Date of Birth:
12th May 1988.
Age:
27 years.
Sex:
Female.
Languages Known:
English, Hindi & Urdu.
Marital Status:
Single.
Hobbies:
Reading, Travelling and writing poetry.
Nationality:
Indian.

Self-Appraisal
I have a high level of energy and determination. I am a self-starter and enjoy working in a team. I am looking for new challenges and responsibilities to which I can apply my enthusiasm, abilities and loyalty.
