Jennifer Havard

Address: 11 The Granary, Distillery Lofts, Distillery Road, Drumcondra, Dublin 3

Jennifer.e.havard@gmail.com 08727 36592
Education

University College Dublin (UCD)

Bachelor of Civil Law 


           


Yeats College (Galway)                                Leaving Certificate (500 points)



Relevant Work Experience

A&L Goodbody





June 2016-Present

Legal Projects Management Team Paralegal

Duties: Providing a managed delivery service to A&LG practice groups and their clients. The primary focus of my role is to assist lawyers through reviewing, gathering, organizing and processing information relevant to matter files specifically in the Property, Banking, Litigation and Corporate departments.
Company Bureau Formations Limited


January 2014- December 2015
Company Secretarial Administrator
Duties: Managing a portfolio of over 500 Irish companies to ensure Company Law compliance. This included co-ordinating and attending board meetings, liaising with external directors and shareholders, co-ordinating with the accounting team, and maintaining the company's registers.

Assisting in the business bank account setup for resident and non-resident clients. This includes liaising with various banks to ensure the company complies with the account opening procedure and to ensure their Anti-Money Laundering documentation is suitable for submission.

Custom Burger Limited




June 2011-December 2013
Supervisor
Duties: Supervise the team in a fair, consistent and responsible way, ensure rotas and time sheets are compiled accurately and according to legal requirements, build positive relationships with clients/guests to ensure customer satisfaction, and oversee cash and stock control consistently according to company policy. 

Dundrum House     





September 2009- August 2011                                                                                                                 Bartender 









                 Duties: Working under the general guidance of the Bar Manager, assisting in the smooth running of the bar area to deliver a high standard of service and customer satisfaction. Providing a visible presence to ensure that all customer requests and queries are responded to promptly and effectively.
                                                                                          
UCD Student Legal Service




September 2012-May 2013
Clinic Coordinator 
Duties: Legal and client communication training for over 200 volunteers through our weekly seminars, organizing and providing bi-weekly legal information clinics for the UCD student body, conducting legal research for the annual publication, and organizing events such as Know Your Rights Week and charity mooting events.

American Bar Association Conference


October 2011-October 2011
Volunteer
Duties: Organizing conference rooms, time managing information talk, and monitoring solicitor time card check-ins.

Herbert Smith LLP, London




July 2006-July 2006
Internship

Duties: Legal research and administrative tasks.

Brown Rudnick LLP, London




July 2006-July 2006
Internship

Duties: Legal research and administrative tasks.

Skills

Teamwork
University: Working with 11 other committee members in order to support and facilitate the running of the university’s Student Legal Service.

Work: Liaising with the formations and accounting team in Company Bureau to ensure excellent customer service was provided to our clients. Also, in my current employment all team members work together in assisting the delivery of client mandates on a daily basis.

Communication
University: Interacting with numerous UCD students in providing legal information regarding their queries concerning employment, property, or consumer law on a bi-weekly basis.

Work: Ensuring over 500 company's compliance needs are met in Company Bureau by communicating with their resident and non-resident members daily. In my current employment effective communication with the team project manager and senior lawyers is crucial when meeting daily targets.

Leadership
University: Managing the Student Legal Service and motivating our volunteers to meet their requirements.

Work: Training all incoming formations and administrative team members in Company Bureau. 

Interests and Achievements
- Long distance running, cycling, and painting. 
-  UCD’s Student Legal Service won UCD society publication of the year 2012/2013 for its Student Rights Manual.

References










  

___________________________________________________________________________                                                                                                                                     
Name- Gillian McDonald 

Name of Organisation-A&L Goodbody 

Position within Organisation- Associate 

Address- IFSC, North Wall Quay, County D01 H104, Ireland 

Telephone number- 01 649 2130 

Email address- gmcdonald@algoodbody.com 

Name- Brendan Foley 

Name of Organisation- City Colleges Dublin 

Position within Organisation- Senior Lecturer 

Address- Wicklow House, 84-88 South Great George’s Street, Dublin 2, Ireland 

Telephone number- 086 057 1060 

Email address- brendanfoley30@gmail.com 
