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Profile

I am an exceptionally competent, self-motivated Legal Executive with over 10 years’ experience of working in a range of legal and office support positions.
Key Competencies

· Excellent project and client management skills.

· Proven capacity to understand legislative and regulatory frameworks.
· Exceptional interpersonal, communication and leadership skills.
· Highly developed organizational and time management skills.

· Proven to be a strong performer technically and analytically. 
· Exemplary data analysis and interpretative skills.
· Analytical with a lot of common sense, intuitive instincts, and the ability to think outside the box.

· Equally comfortable working as part of a team or autonomously.
Education

Master in International Law, University of Glasgow, Scotland





               2009 – 2010
Core Subjects: Settlement of International Disputes, UN Law, Foundations of International Law, Carriage of Goods by Sea

Thesis Title: Kofi Annan’s contribution to International Law
Synopsis: A detailed analysis of Annan’s ten years in office examining such major events as the U.N. interventions in Kosovo and East Timor, W.M.D. inspections in Iraq, and Annan’s failed attempts to forstall the U.S. invasion of Iraq. Particular attention was given to how International Law was affected by peacekeeping missions becoming more professional. Focus was also given to Annan’s vision for UN Reform through the investment of a stronger organization worldwide. Results and findings have been published in peer-reviewed journals.
Bachelor of Law (Honours), National University of Ireland Galway





  2005-2006

Core Subjects: Criminal Law, Company Law, European Law, Land Law, Entertainment Law, Tort Law, Jurisprudence and Criminology
Bachelor of Arts (Honours), History and Legal Studies, National University of Ireland Galway


  2002-2005

Professional Experience
Legal Executive/PA   Philip Lee





May 2016 – Present

Core Responsibilities and Achievements:  

· Preparing briefs for counsel;
· Organisation and prioritisation of workload of partner and associate solicitors as required;
· Undertaking legal research and drafting memorandum of findings;
· Conducting searches, filings and submissions;
· Liaising with executive level professionals, internal and external stakeholders and agencies;
· Managing in house depositions of expert witnesses to litigation proceedings;
· Good working knowledge of Keyhouse, MS Word, Excel and PowerPoint;
· Manage key diary responsibilities, such as appointment and meetings;
· Working to department goals and deadlines.
Legal Executive  Maples and Calder





Aug 2014 – May 2016
Core Responsibilities and Achievements:  

· Assisting with title due diligence and reporting, including the collation of title packs, requesting and review of searches and enquiries;

· Completion of conveyancing transactions, including engrossment of contractual documentation; pre-completion searches and post completion registration and tax formalities such as stamp duty land tax registration;
· Managing/updating databases and online data rooms for transactions such as large corporate and real estate deals. Overall responsibility for Q&A in respect of datarooms;
· Managing requests for historic title deeds including preparing schedule, obtaining letter of authority from the client if this has not been provided and organising the release of the deeds under the guidance of a senior associate;
· Organising first registrations with the Property Registration Authority when property is being sold which entails reviewing title, drafting land registry forms and organising fees before submitting for registration;
· Assist with property completions particularly if title documents and security have to be collated quickly and accurately. 

Paralegal
CMS Cameron McKenna LLP





Aug 2012 – July 2014
Core Responsibilities and Achievements:  

· Managing/updating databases and online data rooms for transactions such as large corporate and real estate deals.
· Undertaking business and legal research;
· Contract review and due diligence exercises on a case management system for litigation transactions;
· Preparing first draft documents for commercial property transactions such as shopping centres, hotels and student accommodation. Liaising with clients and tenants in regard to organizing signing of letting documents and registration in the Land Registry;
· Lease transactions, including drafting and executing consents to assignations, consents to sub-lets; rent review documentation; licences to occupy; pro forma missives of let, engagement letters and dispositions;
· Acting on behalf of Administrators on commercial plot sale transactions which entail execution of deeds of restriction and dispositions, liaising with conveyancing solicitors/bank and drafting letters of obligation on day of completion;
· Drafting title reports for the sale of coal mining property and residential property sites;
· Drafting collateral warranties for the construction department in regard to new lettings at shopping centres. Organizing execution of warranties and building contracts. Drafting status table for ongoing transactions and liaising with consultants and contractors in regard to execution of documents; 
· Assisting with title due diligence and reporting, including the collation of title packs, requesting and review of searches and enquiries;
· Completion of conveyancing transactions, including engrossment of contractual documentation; pre-completion searches and post completion registration and tax formalities such as Stamp duty land tax registration.
Legal Administrator 
Criminal Injuries Compensation Authority, Glasgow




Oct 2010 – Dec 2011

Core Responsibilities and Achievements:             
· Provided legal and compensation advice to public;
· Registered new client cases and liaised with client representatives;
· Obtained police statements and medical reports from the relevant bodies;
· Produced high quality reports;
· Provided technical information (written and oral) to client and management;
· Completed general office related duties including answering phones, filing, data entry, communicating with clients, departmental staff and the public as required.

Additional Skills and Training
· Youth Leadership Certificate;
· Developed, implemented and presented induction programmes to new employees;
· Tutored third level Arts students in legal studies and history.
References
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