Rajeev 

Email: rajeev.79910@2freemail.com  

Objective: 

To work in a technically competitive and encouraging environment where my skills, ability and qualities such as hard work, dedication, team player and willingness to learn will be appreciated and encouraged in attaining the company's target, goals and values 

Summary: 

· With more than six years of experience in litigation handling, I have had excellent exposure to numerous civil and criminal law cases. 

· Extensive experience in Office Administration. 

· Proven ability to deliver high quality services on schedule and under budget. 

· Solid skills in writing proposals and winning contracts. 

· Excellent interpersonal skills in communications, client relations, and negotiations 

Skill Set: 

1. Drafting contract agreements/deeds 

2. Leadership Ability 

3. Computer Skills - MS Office, Internet 

4. Office Administration 

5. People Management – HR Admin 

6. Trained in Accounting Software (Tally) 

Professional Experience: 

Legal Experience - Senior Advocate - District Court Kollam – Aug 02 – till date 

Description: Drafting, Pleading for nearly 200 civil and criminal law cases. The cases include labour related issues, consumer issues, motor accident issues, arbitration and conciliation, family related issues, dishonour of cash cheque issues, murder cases. 

Office Administrator - Madhava Drug House - Aug 02 – Till date 

· Management of different functions like Purchase dept, Sales Dept, HR Dept and Finance 

· Procurement Management: Involved in providing quotation, negotiating deals and suppliers. 

· People Management: Involved in Human resource recruiting, Payroll and other HR related activities. 

· Sales: Involved in activities like order generation (winning contracts), invoicing and delivery 

· Finance: Played key role in managing the profit analyses per financial quarter 

Current Role and Responsibility 

· Builds good relationships with Clients 

· Recruits, Tracks and manages the relationship with employees 

· Product Marketing for Pharmaceuticals 

· Manages subordinates for day to day activities in legal area 

· Office Administration 

Education: Bachelor of Law (April 2002) 

Certification/Trainings: 

Certified in MS Office 

Training Programme for Lawyers 

Training in HR Administration Programme 

Personal Details: 

Date of Birth – 21/11/1979 

Nationality – INDIA 

Language Proficiency – English, Hindi and Malayalam 

Passport details: Passport Number – F0212620 

Place of Issue – Trivandrum 

Date of Expiry – 15/9/2014 

