Anna Kelly

Mooretown, Kildare Town Co. Kildare

Mobile: 087 3667708

Email: annakelly729@gmail.com
Date of Birth: 14th September, 2001

PERSONAL STATEMENT

I am a hardworking, enthusiastic and determined LL.B graduate with great attention to detail, as well as great written and oral communication skills. I am organised and enjoy completing tasks successfully either on my own initiative or as part of a team. 

EDUCATION

Second Level Education: Newbridge College, Newbridge, Co. Kildare 2014 - 2020

Leaving Certificate 2020 – 462 points 

Third Level Education: Griffith College, Dublin.

2:1 LL.B (Hons) Graduate.

FE1 Examinations

Successfully passed 6 FE1 exams: Criminal Law, Equity, European Union Law, Property Law, Law of Torts & Contract Law (awaiting results for October 2024 sitting of Company and Constitutional Law).
WORK EXPERIENCE
Legal Executive – October 2023 – present – Reidy Stafford Solicitors, Newbridge, Co. Kildare

· Currently serving as a legal executive in the property department 

· Working closely with the Head of the Property department

· Experience in drafting/issuing contracts, responding to pre contract enquiries, preparing booklets of title for residential building estates, liaising with clients/other solicitors and estate agents via email and telephone, issuing completion notices, preparing and issuing closing documents, preparing final accounts and liaising with banks re mortgage redemptions 

· Experience with legal evolve, Dictaphone typing, Keyhouse Accounts package, Microsoft word/excel

· Attended auctions
Legal Intern – June 2023 – Patrick J. Farrell & Company Solicitors, Newbridge, Co. Kildare 

· Served as a legal intern for the litigation and family law departments.
· Had responsibility for drafting letters, preparing briefs, archiving closed files, attended case-progression hearings with lead solicitor, legal research for open cases, attending meetings and taking notes, communicating with clients and solicitors via email and telephone, as well as general administrative duties such as printing, filing and scanning documents. 

· Experience with Practice Evolve, Dictaphone typing, Microsoft Word/Excel. 

Legal Intern - June 2022 – September 2022 – Reidy Stafford Solicitors, Newbridge, Co. Kildare

· Served as a receptionist/administrator/typist

· Had responsibility for answering and logging calls, managed the diaries of partners and solicitors and interacted with clients and other staff members, scanned post, archived closed files

· Experience with Legal Evolve, Dictaphone typing, Desktop Accounts package, Microsoft word, PowerPoint, Excel.
Hockey Coach – 2021 – present – Newbridge College Secondary School

· Part time assistant coach – plan training sessions, attend matches home and away, umpire games

Hockey Coach –   2018 – present – Newbridge Hockey Club

· Coaching experience as both lead and assistant coach to all age groups from U8 – U16.

· Organise training sessions, travel to games

Youth Co-ordinator Newbridge Hockey Club – 2020 – present 
· Coordinate junior training sessions by creating weekly coaching schedule 
· Open/lock up pitches, organise pitch hire, communicate with parents 

· Organise end of season events, team bonding events, summer camps 
Volunteer – Newbridge Hockey Club 2020 – present 

· Committee member

· PRO

· Senior umpire co-ordinator 
INTERESTS & HOBBIES

· Playing & Coaching Hockey

· Horse Riding

· Travel

REFEREES

Mr. Pat O’ Brien
 - Principal, Newbridge College, Newbridge, Co. Kildare, 045 487200

Mr. Thomas J. Stafford  - Partner, Reidy Stafford Solicitors, Newbridge, Co. Kildare, 045 432188





Signed: Anna Kelly .
Date: 15/10/2024
