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Personal Profile
Hard working, reliable Law with Sociology and Politics graduate with a keen interest in working within the commercial legal environment.  A dedicated and versatile leader, who has continuously excelled in the delivery of personal and strategic targets, while motivating others to achieve the same.  A proven team player with the ability to build effective relationships in a plethora of diverse environments and organisational cultures, with an innate ambition to enhance both, the organisation and own professional development.  Personal qualities include excellent interpersonal and communication skills, strong self-awareness and willingness to learn and develop in the professional legal field. 
LL.B Essay:  The Doctrine of Legitimate Expectations:  Does it have a future in Irish Law?
Key Skills and Experience 

· Excellent people manager, with the ability to manage and motivate varied personalities and capabilities to achieve team goals.
· Substantial experience in operating within commercial legal teams in leading industry firms in Western Australia.

· Significant experience in the preparation, amendment and review of legal documents within strict deadlines.
· Competent in the devising and comprehension of legal contracts and documents.

· Skilled in the area of legal and organisational policy writing and implementation.
· Proficient in the development of recruitment and human resources processes, company policy and intellectual property based on company ethos, objectives and operations.

· Skilled in implementation of loss prevention process for the purpose of contributing to continual business development and staff morale.

· Success in the implementation of occupational health and safety systems and main point of contact for the reporting of workplace health and safety incidents, with significant experience in the development of reporting processes of same.
· Proven success in brand expansion completed ahead of time and under budget.

· Participation in leadership workshops tailored for management with an emphasis of effective leadership styles and teamwork.
· Good experience in briefing and managing third party marketing and media agencies.
· Flexible worker, willing to take on extra duties and work unsociable hours and travel.
Professional Experience
April 2014 – Present:  Regional Foods Ltd

Supervisor

· Supervision of over twenty staff and assistant to the manager of busy independent supermarket.
· Cash management and reconciliation.
· HACCP data control and maintenance.
· Workplace health and safety coordinator.
· Implementation of time management scheme. 

· Order and stock control.
· Amendment of employment contracts.
· Human resources contact.
· Performance management.
June 2013 - February 2014:  AusQ Training and Traffic Force

Acting Human Resources and Quality Manager
· Dual role of Human Resources & Quality manager for sister companies Traffic Force and AusQ Training, while also acting as Office Manager for the latter training team.
· Management of a team of six across human resources and training.

· Invaluable experience and training gained through consultancy with a highly reputable consultancy firm engaged by senior management.
· Heavily involved in restructure of the entire recruitment process and responsible for managing recruitment and performance management.
· Responsible for the amendment of existing and development of new human resources processes.
· Participation in leadership workshops tailored for the management team of both companies.
· Overseeing of the implementation of Loss Prevention Process for the purpose of continual business development and staff morale.

· Company liaison with external professionals regarding industrial relations matters.

· Management of complex workers’ compensation cases and return to work programmes.

· Facilitating team meetings and encouragement of effective communication and teamwork.

· Organisation of random and pre-employment drug and alcohol testing and relevant medical appointments.
February 2013 - June 2013:  Traffic Force

General Administration / Health and Safety Co-ordinator 

· Review and amendment of existing policies and procedures and development of new policies and procedures in preparation for quality and compliance audit.

· Implementation and overseeing of updated occupational health and systems to record health and safety incident reports and point of contact for the reporting of safety incidents, accidents and hazards in the workplace.

· Responsible for the development of updated investigation forms and reporting methods required by the management team.

· Heavily involved in setting up a new regional branch, completing ahead of time and under budget.  This included travelling to the new area, setting up of facilities, purchasing, advertising and sourcing and meeting with prospective suppliers for the company. 

October 2012:  GD Crocket & Co (now Cullen Babington Macleod), Perth, Western Australia
Legal Support / Paralegal 

· Temporary legal secretarial role with paralegal duties in liquor licensing law firm.  Duties included typing dictations, preparation of correspondence to the liquor licensing bodies and finalising documents in preparation for the sale of the firm at month end, as well as general administrative duties.
March 2012 – September 2012:  Herbert Smith Freehills, Perth, Western Australia
Legal Secretary

· Planning for and delivering high quality, accurate work whilst managing deadlines and the competing priorities of all work.
· Coordinating and actioning the production of accurate and compliant documents and correspondence while meeting required completion deadlines and discussing and negotiating alternate timeframes when necessary.
· Establishing effective work practices with partners and lawyers to manage the matter lifecycle from file opening to closure, including contributing to the effective management of electronic and hardcopy content and driving the bill generation cycle.
· Assisting with drafting and completing matter credentials and assisting partner to coordinate the completion of tender design brief activities within agreed time frames.
· Maintenance of partner and lawyers’ client contact information and ensuring data is accurate and up to date.  Recording of information about client related activities including the management of client event invitation lists, greeting clients and post event list maintenance.

· Assisting partners and lawyers to meet required WIP, billing and debtor day’s targets.

· Generating client matter reports and rectifying errors and omissions.

· Completing cheque requisitions, reimbursement requests and coding corporate credit card expenditure.

· Taking self-responsibility for learning by undertaking recommended training, keeping up to date with firm policies.

· Implementing effective telephone call management and other communication work practices to ensure team members are aware of the movements of others within the team so that clients and other parties receive a consistent high quality service and their expectations are managed.

· Managing partner and lawyers’ appointments, assisting with meeting preparation and coordination of post meeting activities.  
Education

2007-2010:                        National University of Ireland, Galway – Bachelor of Arts Degree 2.1

2010-2011:                        National University of Ireland Galway – Bachelor of Laws Degree 2.1 
September 2014:             FE1 Examinations Passed – Contract Law, Criminal Law, Company Law 
March 2015:                     FE1 Examinations Passed – Law of Property

Continuing Professional Development
· Full Irish manual driver’s licence, blemish free driving history 

· March 2012 - Aderant Expert, Spendvision, MS Word 2003, MS Excel 2003, MS Outlook 2003, Interwoven, Equip, InterAction Web Client

· June 2012 - MS Outlook 2010

· Oct 2012 - Filepro, Philips SpeechExec Pro Transcribe, MS Word 2003

· Feb 2013 - MS Word 2010, MS Excel 2010, MS Outlook 2010

· Feb 2013 - Senior First Aid & CPR

· Feb 2013 - MYOSH - Occupational Health and Safety software training and implementation

· April 2014 – RS Accounts, MS Office 2010

Hobbies and Interests
· Passionate Irish Dancer with an enthusiasm for assisting in the coaching of the dance.  Most prestigious accolades include; European Champion and Top 5 in World Championships.
· Keen interest in personal health and fitness and frequent gym user.

· Reading.

· Assisting in the organisation of fundraisers for example, Guatemalan Orphanage Fundraiser, multiple      quiz and charity events in aid of local youth soccer teams, childcare groups, fisheries enterprise etc.

· Participating and engaging in community events such as annual carnivals, local pantomimes and   musical productions.
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