Naseer A.M.



E-Mail: naseer.81629@2freemail.com 
Seeking assignments in Legal Administration with leading organizations

Professional Profile

· Bachelor in Law and Legislature with 6 years’ experience in handling administrative & legal affairs.  

· Skilled in Contracts, Scrutiny, Drafting of various deeds. 

· A result-oriented professional with expertise in managing clients and providing them with necessary feedback and contract documentation as per their requirement, which suits their best interest both financially and feasibility wise.

· Adroit at drafting and Vetting  legal documents such as contracts, petitions, Replications, Notices etc 
· Extensive experience in handling Vetting, Drafting, Documentation, Litigation Proceedings, analyzing law interpretations & provisions.
· Experienced Legal Associate skilled in Contracts, Scrutiny and verification of documents. 

· Meticulously organized and detail focused; excellent interpersonal & communication skills.

Areas of Expertise









Vetting/ Drafting/ Documentation 

· Formulating various company agreements such as Advertising contracts, Service contracts, Power of Attorneys to name a few.

· Preparing and sending notices to the infringers of trademarks, reply to the objections raised by the Registry. 

· Preparing Case Papers, Notices, Complaints, Representations and Applications etc. for various legal proceedings. 

Legal Operations / Litigation

· Preparing notices & interacting with advocates, briefing and giving them instructions and preparing them for trials etc.

· Representing the company in case of disputes before Tribunals and Judicial authorities.

· Conducting research work & finding case laws, corresponding with clients in relation to the various legal matters etc.

· Ensuring proper compliances with the statutory requirements and coordinating with the panel counsels.

Compliance

· Interfacing with Statutory Authorities for complying with formalities and ensuring seamless flow of day to day operations.

· Checking legal documents and drafting legal / corporate reports.
· Liaise with the statutory authorities for necessary approvals and permissions.

Property Matters

· Facilitating Property related Legal Information on various issues.

· Facilitating recording a copy of a document. 
· Initiating steps to be taken when Buying or Selling Property and Specimen Legal Documents.

· Inspecting the original title documents of the property being purchased. 

· Assisting in compiling various documents required to be provided for the perusal by the purchaser.

· Preparation and execution of Agreements and Memorandum.
Career Highlights

EMKE GROUP ABU DHABI-UAE







Since Oct’07 
Career path : Legal Assistant and Secretary to General Manager    

· Assisting the company on various aspects of Legal and Regulatory Compliance & various issues.

· Ascertaining the legal correspondences, vetting, analyzing, necessary legal drafting, coordinating all the legal issues, preparation of contracts, maintaining, review, evaluation, amending and finalization of the lease agreements of all the 400 outlets in a Shopping Mall, scrutiny and updating of legal documents, Proper attachments of enclosures to the contracts, preparing legal notices, maintaining legal records . 
· Involved in co-ordination & welfare of 700 employees, HR department Assistance (labor card, medical card, leave of employees etc), preparation of reports, administration, documentation & correspondence, drafting, proper filing, coordinating meeting, compiling &forwarding minutes of meeting to the management via online, preparation and renewal of in house business tenant agreements etc.

· Preparation and forwarding of all sales and wastage monthly reports.
Advocate. Siva Sankaran & Associates





Aug’06 – Sep’07

Lawyer

· Assisting in all criminal and civil litigations especially on 138 of Negotiable instrument Act.
KERALA STATE WOMEN'S DEVELOPMENT CORPORATION LTD. 



Feb’02 – July’06

Administrative Assistant

· Facilitated collection and procurement of data from the Public and Press, assisting in legal collateral security documentation, legal correspondences, adducing evidences for civil and criminal litigations especially on 138 of Negotiable instrument Act, legal coordination with the counsel, co ordination of events, drafting all administrative correspondence,

· Involved in  proper filing of  documents, attending necessary conferences, preparing and releasing press notes to the medias, revenue recovery proceeding, Coordinating with day to day accounts, ledger and cash book maintenance. 
· Established and implemented training projects and seminars, evaluation  of   loans  and  inspections  of  projects, evaluation and co ordination of co operative Societies and  training institutes, evaluation of central government projects, day to day accounts, loan repayment calculations etc.

RAZZMATAZZ VENTURES PVT. LTD., ERNAKULAM





Jan’01 – Dec’02

Programme Coordinator

· Co ordination of all promotional activities of the new and existing firms with live concerts and coordinating the    

      legal issues.           
Education 

Pursuing MBA





IGNOU (Distance Learning)
Bachelor in Law and Legislature


Govt. Law College, Ernakulam, MG University in 2004
Bachelor in Arts




Maharaja's College, Ernakulam, MG University in 1997
Post Graduate Diploma in Computer Application
IIC, Ernakulam in 1996
Personal Vitae

Date of Birth

:
25th October, 1974
Date of expiry

:
20th July 2009

Visa Status

:
UAE Employment Visa expiry on 03rd December 2010

Languages Known
:
Malayalam, Hindi, English and Beginner in Arabic typing.

Marital Status

:
Married

Nationality

:
Indian
Naseer
