Clare Maguire, B.Corp 
	13 The Mauldings
Naas
Co. Kildare
	Ph: +353 45 88 1235
Mbl: +353 85 1202414
Email: clare-13@hotmail.com


Personal Statement
Dedicated, highly organised and motivated individual. Holding a 2:1 Honours Degree in in Corporate Law and currently undertaking the Bachelor of Law (LLB). Ability to keep calm under pressure and takes pride in all manner of tasks. Excellent written, verbal and interpersonal skills with a keen attention to detail. Punctual and enthusiastic with a ‘can do’ attitude. 

Proficient use of software packages such as Excel, Word, PowerPoint and Microsoft office.
Achievements
Elected by fellow class mates to the Student Council for two years (1st and 6th year).  Further appointed secretary of Council during the second term (6th School year).

Represented NUIG by being selected to the NUIG Tennis Team and played in the Intravarsities Competition in Belfast. 

Runner-up in the Tennis Club Championships - Senior Mixed Doubles, 2010
Runner-up in the Junior Tennis open - girls doubles U14 – 2007.

Career Summary

	Institute of Technology Tallaght Dublin
	January & May

	Exam Invigilator
	2013 /2014 /2015


· Handled and distributed confidential Documents
· Supervised and monitored Students during exam sessions
· Ensured all students were accounted for 
· Provided Scribe and Oral assistance to Special Needs Students

· Created Reports in relation to incidents

· Assisted in answering queries 

	Office Assistant
	2009


· Collated and organised office documents for storage
· Provided assistance with report reviews
· Organised mail shots for office correspondence
· Provided general administrative office assistance
	CBS Naas
	

	Exam Invigilator
	June 2013/2015


· Handled and distributed confidential Documents

· Supervised and monitored Students during exam sessions

· Assisted in answering queries 

· Provided Scribe and Oral assistance to Special Needs Students

	Naas Lawn Tennis Club
	2012

	Assistant Coach Supervisor
	


· Ensured a safe and healthy environment was maintained for all participants 

· Coordinated tennis matches for friendly games in addition to competitive games
· Structured the daily enrolment of participants, to be completed in an orderly and timely manner
· Reported incidents and accidents to Camp supervisor and completed required to document the same
· Trained new camp assistants in club procedures and how to carry out routine assistant tasks
· Monitored and maintained on-site shop stock levels
	Junior Tennis Coach
	2011


· Coached participants from a variety of age groups during Summer Camps
· Ensured the safety of participants was maintained at all times

· Took direction from the Assistant Coach and Coach Supervisors
Academic Background

	Course
	College/Institution
	Year

	Bachelor of Law (LLB)
	NUI Galway
	Present

	Honours Degree in Corporate Law
(2:1 grade achieved)
	NUI Galway
	2015

	Leaving Certificate 
	St. Mary’s College Naas
	2012


Additional Information
	Leisure Interests:     
	Gym, Tennis, Reading

	Other:

	Holder of a Provisional Driving Licence
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