


 
       
OBJECTIVE

Build a successful and challenging legal career in a reputed organization, which gives me an opportunity to further develop my capabilities, knowledge and result oriented interest in law to the optimal potential.

CAREER OVERVIEW

· Qualified Legal Professional with additional qualifications in Human Resources.

· Proven expertise in drafting, conveyance, and other legal documentation.

· In Dubai since 2005, conversant with local business environment.

· Developed sustainable systems to support the organization’s legal requirements, with due regard to effective implementation, monitoring, motivation and control measures.

· Ability to build and sustain good working relationships within a team and within departments.

· Can proactively analyze potential problems in a team.

· Can work under pressure to achieve deadlines.

· High level of computer proficiency.

PROFESSIONAL EXPERIENCE

Retail Leasing Coordinator


                                          Jan 2009

Report to Director Retail Leasing  & Senior Retail Leasing Managers

Lease Administration Supervisor


                             July 2008 – December 2008

Report to Financial Controller (Financial Issues) and Director Leasing (Leasing Issues)

Control a team of 6 Lease Administrators

Leasing Administrator



                 
                December 2006 – June 2008

Reporting to Director - Leasing

Retail Administrator    





                June 2005 – December 2006

Reporting to Director - Leasing

Dubai Festival City LLC – an Al Futtaim Group Company                                                                                    

The Al-Futtaim Group a leading regional business group is 70 years old and has over 40 companies in the U.A.E, G.C.C. and Egypt.  The Dubai Festival City covering 1,600 acres on the waterfront offers a world-class mix of entertainment, dining, shopping, a marina, hotels, residential and office components.
Having Commerce, Legal qualifications and legal work experience was initially appointed as a Retail Administrator and received promotion to Leasing Administrator within six months after joining.  Further, promoted to Lease Administration Supervisor and assisted a team of 6 lease administrators under my direct supervision, in my last instinct was promoted as a Retail Leasing Coordinator.

Job Description

Assisted the Retail Leasing team comprising of Director Retail Leasing, Senior Leasing Managers and Retail Leasing Managers in day to day legal documentation right from Proposal, negotiation stage unto the Lease Agreement stage to ensure conformity to policies and procedures of the Company.

· Drafted various Proposals, counter offers and Lease Agreements.  Notices for outstanding payments due and replacements of cheques. Various Legal correspondences with the tenants.  

· Review final acceptance of proposals, and counter offers to ensure there are no ambiguities and further ensure complete clarity in the company and tenant’s commitments.  Renegotiate the terms with the tenants

· Ensure all special conditions requested by the tenant are in conformity within the policies and procedures of the company and are incorporated in Lease Agreements.  
· Negotiate and request for payments form the tenant for the leased out space

· On receipt of the Lease Agreement ensure proper execution of the Lease Agreement and accuracy in the payments and payment terms at the time of receiving original Lease Agreements from the tenants  

· Lease agreements and subsequent amendments to be in line with the policies and procedures laid down by the company.  

· Keep updates of all the units project wise Entry Dates, Required Store Opening Dates and the Rent Commencement Dates and   prepare the necessary amendments to the principal Lease Agreement content.
· Prepare internal documents and reports for the Directors, Senior Leasing Managers and Managers.
· Verification of tenant’s legal documents before finalisation of the Lease Agreement to ensure credibility creditworthiness and legality of the tenants company and maintain records to serve as records for future litigations (if any). 

· Maintain and provide required updates/reports to internal departments on various project developments and/tenants fit out updates.  

· Prepare budgets for the various projects as and when the Leasing team, Tenant Coordination, Development or Finance team requires analysis.

· Update accurate amounts received and due from the tenants and also incorporate details of units having executed Lease Agreements and upcoming rental unit information on SAP.

· Coordinate with Corporate Finance on various aspects of SAP reporting, system modifications required and encountered.

· Coordinate with the developers of SAP - the system for Leasing processes and information management - to ensure accurate and error free system.

Achievements:

· Independently drafted and reviewed required legal documentation for over 1,000 units - retail, commercial, speciality and residential.

· Quickly learner of various processes in Leasing systems and documentations 
· Achieved confidence in my ability to train and guide a team of Lease Administrators, Lease Coordinators and newly appointed Managers with the system of Leasing processes

· Built relationships within the team and other departments of the Organization and within the shopping industry.

· Confidence in SAP and Master Key operations

· Discovered ways to apply my own techniques, knowledge and other related skills.

Advocate 





                     November 2004 – February 2005

Private Practice

Attended legal matters before various tribunals, district and sessions courts.

Job Description

· Independently handled conveyance.
· Legal drafting and proceedings in civil suits, criminal proceedings, industrial law matters, insurance claims, petitions and Workmen Compensation cases.

· Undertook legal drafting, suits, legal notices, replies, written statements, claim petitions, power of attorneys, affidavits, deeds and other legal documents of conveyance.

Achievements:

· Systematic Legal Documentation of matters relating to a complex family settlement, following my comprehensive work a settlement decree was passed to satisfaction of all concerned.
Law Officer 



                   November 1998 – November 2004

V. M. Salgoacar & Brothers Private Limited, Goa, India

Leading industrial group with business interests in mining and export of processed iron ore, shipping and hotels.  An ISO 9001:2000 and ISO 14001:1996 certified company operating with a fully integrated computerized system.

Job Description

· Independently handled corporate proceedings and legal documentation pertaining to both civil and criminal cases.

· Appeared with Company’s appointed Senior Counsel before the high court, district and session’s court, criminal courts, civil courts and tribunals.

· Independently drafted various commercial agreements in respect of purchase of vessels, bare boat charter hire, hire purchase agreements, sale and transfer of vessels, purchase and sale of iron ore and bank facilities.

· Licensing matters relating to the functioning of Goa Marriott Resort, a five star hotel owned by the company and managed by Marriot International. 

i. Dealt with processing the applications for the various consents, approvals, permissions, and keeping track of the renewals thereto.  

ii. Drafted several leave and license agreements of residential accommodation for employees of Goa Marriot, and renewals thereof. Also handled lease agreements in respect of shops, service and operational agreements etc.

iii. Drafted various security service agreements.

· Industrial relations proceedings relating to; industrial laws, accident and insurance claim petitions pertaining to Motor Vehicles Act, Insurance Act, Workmen’s Compensation and issues connected therewith filed before the various tribunals and courts.

· Drafting minutes and resolutions to ensuring all legal safeguards are taken care of.

· Verification of client’s company documents to ensure legality of the client’s company and as reference for any litigation. 

Achievements:

· Assisted in successful resolution of eleven complex cases involving the Motor Vehicles Act, Insurance Act and Workmen’s Compensation Act.
· Advocate on record could not appear in the Legal proceedings before the Court of Law I was authorised to represent the Company.

· Helped obtain settlement on challenging case involving Surcharge Levy on vessels.  The case, which was in dispute from 1983, was resolved within a year of my joining. 

· Gained self-confidence, independence and expertise in various corporate litigations.
· Improved on work delegation, team player skills, and good administration skills.
Associate Advocate  




    
           August 1996 – November 1998

Advocate Shankar Laad’s Chamber, Goa, India

A Legal chamber handling Criminal and Civil litigations.

Job Description

· Handled conveyance, civil and criminal proceeding.

· Legal drafting and appearances before various civil courts, criminal courts, Deputy Collector and Court of the Magistrates.

Achievements:

· Judicially appointed as an Advocate on several occasions for clients with no financial aid to appear in the Judicial Courts of Law - Criminal, Civil and Magistrate Courts.

· Developed excellent skills in drafting of legal documents (plaints, written statement, affidavit, affidavits in reply, bail applications), contracts and other legal documentation (Power of Attorney – special and general, Leave & License Agreements)

· Developed excellent communication skills both oral and written.

EDUCATIONAL QUALIFICATIONS

	Post Graduate Diploma in Management - Human Resources
	Goa University, India
	2001

	Advocate – Bar Council of Maharashtra and Goa
	
	1997

	Bachelor of Laws 
	Goa University, India
	1996

	Bachelor of Commerce 
	Goa University, India
	1993


FURTHER PROFESSIONAL DEVELOPMENT

	Supervisory Skills Training
	Al Futtaim Training Center
	August 2008

	Shopping Centres Professional – Level 1
	International Council of Shopping Centers
	June 2008

	Microsoft Excel - Professional Level 
	Al Futtaim Training Center
	May 2007


STRENGTHS

	· Analytical
	· Hardworking
	· Can multi-task
	· Good Communication

	· Team Player
	· Proactive
	· Responsible
	· Attention to Detail

	· Highly organized
	· Interpersonal Skills
	· Managerial Skills
	· Goal Oriented

	· Work under pressure
	· Quick Learner
	· Quality Conscious
	· Self starter


PERSONAL

Languages
: Fluent in written and spoken English, French, Hindi, Konkani and Marathi

Date of Birth 
: 1st March, 1973

Marital Status 
: Married with two children

Visa Status 
: Husband Sponsorship 

Jennifer             � HYPERLINK "mailto:jenifer.4833@2freemail.com" �jenifer.4833@2freemail.com�                                                    


ADVOCATE 
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