
Curriculum Vitae

Emily Kelly
Harristown, Brannockstown, Naas, County Kildare 

Mobile: +353 (0) 87 7980725
Email: emilysarahkelly97@gmail.com

Summary
A hardworking, enthusiastic, and highly motivated paralegal with experience in company law, data protection and freedom of information. Ambitious, personally driven, and passionate about pursuing a career as a solicitor.
Education:


May 2021       First-Class Honours- Bachelor of Civil Law- Dublin City University.                                                                                                                                                                                                                                   
May 2017       Distinction- QQI Level 5 Legal Studies- Blackrock Further Education Institute.                                                                                                
June 2016       Cross and Passion College Secondary School, Kildare.

Career History:
May 2022- Present                      Paralegal, Gas Networks Ireland, Dublin and Cork
Key responsibilities:
· Risk assessment of projects and evaluation of data protection and privacy related risks.
· Conducting data protection impact assessments.
· Investigating data breaches and data protection related complaints and enquires. 

· Managing and hosting data protection champion meetings.
· Responsible for overseeing data subject access requests and freedom of information requests.
· Reviewing transfer impact assessments and standard contractual clauses.
· Assisting with the drafting and negotiating of contracts, NDA’s and T&C’s. 
· Scoring tender submissions from a data protection perspective. 
· Presentation work to senior leadership team including executive board members. 

· Engagement with Government Departments in relation to ministerial consent, parliamentary questions and information requests from Government officials. 

· Conducting legal research for solicitors and wider legal team.
· Supporting the delivery of the Annual Report, Directors Report and the Code of Practice for the Governance of State Bodies. 
· Publishing board papers on Diligent software.
· Drafting board and committee meeting minutes. 
· Preparing draft agendas for board and committee meetings. 
· Preparing and submitting CRO and RBO filings. 
· General administrative tasks such as case management, emailing, filing, printing and scanning documents. 
June 2019- March 2020              Company Secretary Intern, LK Shields Solicitors, Dublin
                         
Key Responsibilities:
· Updated and maintained statutory registers.
· Prepared RBO filings and CRO filings.
· Gained experience with Blueprint (now known as Diligent) to add companies and update directorship listings.
· Supported the firms Anti-Money Laundering project.
· Maintained minute books & company seals.
· Prepared AGM packs and EGM packs.
· Completed legal research for the company secretary.
· General administrative tasks.
August 2016- June 2019                      Sales Advisor, Polo Ralph Lauren, Kildare Village, Co. Kildare
Key Responsibilities:
· Assisting & serving customers.

· Till operation incl. exchanges and refunds.
· Training new members of staff on till operation.
· Cash handling and banking procedures.
· Achieving personal sales targets in line with KPI objectives.
November 2015- January 2016          Sales Advisor, Bershka, WhiteWater Shopping Centre, Co. Kildare                               
Key Responsibilities:
· Greeting and serving customers.
· Handling complaints and triaging serious incidents to the manager on duty.

· Till operation.
· Replenishing the supply of stock on the shelves.

· Assisting with store deliveries.
April 2014- September 2014               Waitress, VDC The Elms, Punchestown, Co. Kildare                                                                              
Key Responsibilities:
· Serving food and drinks.
· Preparing tea’s, coffee’s and pastries.
· Till operation.

· Customer service.

March 24th- 28th 2014 (work experience)        Naas Courthouse, Co. Kildare                                                                                                 
Key Responsibilities:
· Arranging court files for the civil and circuit courts.

· Issuing of Jury Summons.
· Arranging of daily court procedures.

· General office administration. 
Achievements:
· Awarded ‘Exceptional Performance on the DCU Internship Programme in commercial/corporate law’ at the BCL Annual prize giving Ceremony, 2022.
· Completed my Bachelor of Civil Law degree with a first-class honours, ranking 8th in my graduating class, 2021.
· Completed training course with Compliance Ireland in Anti-Money Laundering (AML) and awarded certificate, 2020.
· Top 8 selected to participate in the Moot Court Grand Final before Justice John MacMenamin, 2019.
· Awarded best performance in ‘Foundations of Legal Research & Writing’ at the BCL Annual prize giving Ceremony, 2018.
Hobbies & Interests 

· Chairty fundraising and awareness for Irish Cancer Society and Breast Cancer Ireland.
· Avid hiker, runner and Pilates enthusiast. 
· Keen interest in fashion, design and music. 
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