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    June 2014 – August 2015
Role:
Legal Intern – Commercial Litigation 

· Preparing briefs for Counsel
· Liaising with clients, enforcing proceedings and engaging third parties on their behalf.
· Drafting court documents and booklets for hearings.
· Legal research.
· Attending client meetings and recording minutes.
· Attending court to draft watching briefs and assisting Counsel.
· Serving documents.
Role:
Archive Assistant

· Induction of new staff members to the firm.
· Working with team members situated in the firm’s off-site file storage units.
· Communicating efficiently with the Finance Department regarding client / office account information.
· Ensuring all file information for the firm is correct and up-to-date at all times using Excel, Axxia and Artiion.
· Corresponding with Partners when there are deadlines and urgent matters to address.

· Training Interns and Trainees on various matters, such as, scheduling important documentation and how to access relevant information using the firm’s intranet and filing system and other administrative tasks.
Free Legal Advice Centre – www.flac.ie






July 2015 – To date


Role:
Advisor Assistant

· Record all sittings and provide information to callers seeking advice.

· Give advice when requested by advisor.

· Liaise with the Carmelite reception desk and manage each session to ensure that everyone has been given a chance to speak to the advisor.

Matheson - www.matheson.com                               
                                                        August 2011 – June 2014
Role:      Administration Assistant / Court Clerk 
Administration Assistant role:-
· Uploading electronic bibles to the Intranet.
· Requesting files from off-site archives and distributing files as per the firm’s instructions.
· Processing and archiving original title documents and wills.
· Operating efficiently in high pressure situations in a large office environment.
Court Clerk role:-

· Gathering and organising legal documents received from fee-earners.
· Understanding and addressing all instructions and requests by the firm.
· Calculating and affixing the appropriate stamp duty to legal documents.
· Attending at various Court offices, Companies Registration Office, Property Registration Office and Probate Office to submit legal documents. 
· Obtaining perfected Orders and copy documents from the Court offices.
· Following up with fee-earners and returning filed documents.

Hamilton Young Architects - www.hya.ie


   
                          February 2011 – July 2011
Role:
CAD Technician / Work experience       





                   
· Communicating clearly and efficiently with the design team.
· Understanding and processing instructions received from clients.

· Working diligently and efficiently to meet strict deadlines.

· Filing, updating and amending all work ensuring both the firm and client are kept up-to-date at all times. 

Griffith College Dublin







         Commencing September 2015 

LL.M. in International Commercial Law

Independent College Dublin






     October 2014 – September 2015
FE1 Exams Preparatory Course – I have passed seven FE-1 examinations to date.
Exams passed to date: Tort Law, Criminal Law, Contract Law, Property Law, Equity and the Law of Trusts, Company Law and European Union Law.
University of Wolverhampton






            September 2006 - May 2010

Architectural Design Technology – Bachelor of Science 2.1
Balbriggan Community College 






     August 1999 - June 2006

Leaving Certificate


· I have proficient computing skills and have an extensive knowledge of various different software packages which include MS Word, Excel, Outlook, Lync, Power Point, Axxia, Blueprint 2000 and Artiion.
· I have experience working within two top Irish law firms, an excellent comprehension of operating within a busy environment and I have worked in both an administration and legal capacity.

· Softball – This summer I joined a local softball team and played a pivotal role which won the second division and gained promotion to the premier division. 
· Chess – I maintained an unbeaten record and won many championships at school level.

· Golf – I am a member of Hollywood Lakes Golf Club and regularly enjoy competing in weekend competitions.
· Softball –I thoroughly enjoyed playing in the Leinster leagues and being part of a successful team. 
· Photography – I have a keen interest in photography and cameras.  When I travel, I like to have one of my many cameras with me at all times.  I have built up a small collection of cameras both old and new. 

Available upon request.
Daniel J. Faulkner
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