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CURRICULUM VITAE
Personal Details: 

Name:


Aneta Szczurek 


Address: 

54 Charlestown Park, 
Finglas, Dublin 11.

Phone: 

0858 342796
E-mail: 

Anetka901@gmail.com
Nationality: 

Polish 
Qualifications: 

2.1 in LLB(Hon) in Irish Law in Dublin Business School 

September 2010- May 2014
Relevant module details: Company Law, Criminal Law, Property Law, Contract Law, Equity and



     Trusts, EU Law.  
Legal Practices and Procedures in FAS Finglas Training Centre 

Merit in FETAC level 5 in Clerical/ Receptionist Skills in FAS Finglas Training Centre 

Work Experience: 
Legal Assistant in Matheson Solicitors (AB Wolfe)

February 2016 – Present 

AREAS OF LAW: Debt Collection, White Collar Crimes 

My duties involve: 

· Drafting Grounding Affidavits, Civil Bills, Claim Notices, High Court Summons, Judgement Sets, Summons for Attendance of Debtors, Affidavits of Service
· Issuing Court Proceedings and serving same on the Defendants
· Briefing Local Agents for hearings
· File review
· Weekly reporting to clients with update on all their cases
· Dealing with client queries and new instructions
Legal Secretary/PA in Sherwin O’Riordan Solicitors 

October 2014 – February 2016
AREAS OF LAW: Litigation. Debt Recovery, Employment Law, Commercial Litigation, Family Law. My duties involve: 

· Digital Dictation typing, 

· General Admin support to 2 Senior Partners and 2 Fee Earners, 

· Preparation of Briefs and Court Documents, 

· Opening and managing client files, ensuring all physical and online filing is up-to-date, 

· Dealing with client queries and ensuring we have all necessary documentation;  

· Preparing files before court/tribunal cases
Legal Secretary in Ballymun Community Law Centre 

October 2012- October 2014 
AREAS OF LAW: Family, Social Welfare, Insurance, Debt, Housing, Litigation and Employment Law. My duties in the Law Centre involved: 

· Pedal Dictaphone typing,

·  Managing Solicitor’s calendars,

·  Organising appointments for Family and Civil law clients, entry of details into databases, conflict checking, 
· Opening and managing client files, providing basic legal information to walk-in clients,
· Managing social media accounts,

· Preparation of the briefs, Working on large legal documents, 
· Covering Reception,  

· Advertising of the upcoming courses, managing the list of people who are going to attend the course, printing notes, booking venues, co-operating with other organisations in order to get people in for the course,
· Organising Mediation sessions which included typing letters and agreements, 
· Dealing with invoices, cheque requests and Petty Cash.

During my time in Ballymun Community Law Centre I learned how to prioritise the workload and work well under the pressure. I also got used to work in the busy environment. Many times I had to work under my own initiative, for example I set up totally new system to record and safe keep mediation documents on our system. 
Interpreter in Accord Translations and Translations.ie 

March 2012- present 
AREAS OF LAW: Personal Injuries, Criminal Law, Family Law, Conveyance, 

I was interpreting in prisons, courts, solicitor’s offices and hospitals as well as providing written translations of various court documents. 
Receptionist in Rendu Apartments 

May 2011- September 2012 

· Voluntary work for DePaul Ireland.

·  My duties included managing telephone calls and taking care of the visitor’s dairy. I also was a part of the team that helped tenants overcome their problems. 

· Charity work improved my skills in working with vulnerable people. 

Skills
· Great team worker

· Good communication skills 

· Negotiation skills 
· Problem solving and organisation 

· Ability to work well under the pressure and to prioritise the work as well as multitasking 

· Great Computer skills: 
· Well organised and strongly motivated. 

References available upon request 
