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PROFILE 

I am a very driven and enthusiastic individual who thrives in working as part of a team and achieving goals. I possess excellent IT skills and adapt easily to new and difficult scenarios. In 2015, I relocated to Western Australia and worked in a variety of office environments. I am seeking a challenging and varied working environment as part of my traineeship as a Solicitor that will enable me to grow both personally and professionally. 
CAREER HISTORY

Paralegal, McDowell Purcell Solicitors, Dublin 
June 2018 to Present


· I am a Paralegal in the Public and Regulatory Law department and predominately involved with a statutory body. I am currently working on a high-profile project which involves resolving complaints and disputes between Financial Service Providers and Customers.
· I manage my own files and deal with queries from Complainants and Financial Service Providers alike on a daily basis. I assist with researching complaints, drafting correspondence to Complainants and Providers, drafting a Summary of Complaint on each of my files and also drafting Preliminary Decisions & Findings.
· I also have to analyse relevant legislation and apply it to cases which I’m working on. 
Legal Intern, AMOSS Solicitors, Dublin 
Sept to Dec 2017

· As a Legal Intern in the Property department, my main duties included: transcribing dictation; printing, copying and scanning legal documents; filing correspondence; assigning correspondence to the file management system Keyhouse; running errands for Reception; scheduling title documents; and formatting legal documents and templates. 
Project Administrator, McDonald Surveys, Perth
March to June 2017

· McDonald Surveys is an international surveying company. I worked as a Scheduler and Administrator and my main duties involved: answering all phone enquiries and emails regarding McDonald Surveys role in the project; taking bookings for residential and commercial properties that were within 100 meters of the project; emailing/posting Property Condition surveys to residential and commercial owners; database management and utilising the database ArcGIS

Communications Officer, Department of Health W.A., Perth
Nov to Feb 2017

· Assisted with both external and internal communications for the organisation WAGPET which involved the following: setting up newsletters on Campaign Monitor to stakeholders, current registrars and supervisors; creating content for the newsletters; updating content on the website, sourcing news stories, and ensuring the Home Page banner was updated with new content on a weekly basis; continuously updating the official handbooks; interviewing registrars and supervisors for case studies for the website and future handbooks and publications; and composing speeches such as the Chairman's speech for the 2016 AGM.

· I also supported the organisation WAAMH and my main duties were the following: editing all official booklets, manuals, application forms to a professional standard and ensuring all internal and external documents were consistent; creating application forms for new sites and ensuring brand is visible; proof-reading all official documents for spelling, punctuation and formatting errors; and I also created a style guide for the organisation to implement.
Project Administrator, Sodexo, Perth
March to Oct 2016

· My main duties were the upkeep of the office and general administration which included: weekly stationery order; organising maintenance; and printing/copying and binding documents. I also organised all site and domestic travel; assembled business proposals from service providers; assisted Human Resource with training days and induction of new employees; set up meeting rooms for important board meetings; organised freight for Head Office to and from different sites; created flyers on Adobe InDesign for employment events; submitted announcements to the weekly Australian Sodexo Communications newsletter; and I also coordinated an office photoshoot for the global library.

· I acted as the Account Director’s Executive Assistant, while his EA was on annual leave and assisted him with his day-day-day duties. This involved managing his calendar, organising meetings (both internally and externally), contacting clients on his behalf, editing documents, assisting with Steering Committee meetings and assembling PowerPoint presentations on his behalf.
Farm Work, Moora Western Australia 
June 2015 to Feb 2016

· In May 2015, I moved to a regional town in Western Australia to complete my farm work for visa purposes. I worked in a rural Hotel as an all-rounder whereby I had to multi-task and act in numerous roles such as: Receptionist, Bottle-Shop Attendant, and Waitress.
Freelancer, TV3 Network, Dublin
2014 to 2015
· I worked as a freelance Production Assistant and Researcher for numerous TV3 shows, including: Ireland AM, TV3 News, The Lie, Jason Byrne’s Snaptastic Show and The Christmas Toy Show.

· Researched and secured guests for Ireland AM; script-writing for the autocue; assisted in outside broadcasts; aided in the creation of VTs for sport segments; organised guests arriving to studio including make-up and travel arrangements; photographing guests of the show and uploading the pictures to Facebook and Twitter.
English Tutor, Université de Blaise Pascal, France
2012 to 2013
· I worked as a Lectrice at Université Blaise Pascal for one year and taught two subjects: English Oral and English Culture. I had eight classes in total of all mixed abilities.

Receptionist, Queens Hotel, Ennis
2008 to 2012

· I worked part-time whilst undertaking my Bachelor’s degree. My key responsibilities were the following: answering all telephone and email enquiries; checking-in guests; running morning reports for the Accounts department; handling complaints; selling tickets for the adjoining nightclub; allocating rooming lists for groups; and upselling rooms in the hotel. 
EDUCATION & TRAINING


Postgraduate Diploma in Law
Law Society of Ireland
2017 - 2018
Master of Arts in Journalism & Media Communications
Griffith College Dublin
2013 - 2014
Bachelor of Arts in English & French Studies
Mary Immaculate College, University of Limerick
2008 – 2012
IT SKILLS & LANGUAGES

· IT Skills: WordPress, Final Cut Pro, Cool Edit Pro, Microsoft Office: Word, Excel, PowerPoint, and Outlook.
INTERESTS

I am very active and frequently partake in Parkrun events every Saturday morning. I also enjoy Irish traditional music and have been playing the button accordion for 19 years. 
References available on request

2

