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Leeane Grace

Professional Profile

· Experienced Business Development Executive, working in a top tier law firm in Dublin within in a range of professional services environments.

Professional Career Overview – Legal: Business Development Focus

Mason Hayes & Curran
Business Development

July – Present
Matheson


Business Development Executive
2012 –2015
Heenan Blaikie, Toronto
Legal Assistant


2011 –2012

Matheson


Business Development Executive
2009 –2010

Mason Hayes & Curran | Business Development


July – Present

Currently working in the Commercial Department on the Tenders Team.  The role is comprised of the preparation, writing and management of tenders together with other business development functions. 
Matheson | Business Development Executive


2012 – June 2015
Worked in Matheson’s Business Development Team.  The Team’s focus is to support the commercial objectives of the firm by facilitating the strengthening of client relationships and identifying / investing new business streams.  The role requires the ability to work to strict deadlines with a strong focus on detail when serving the Team’s internal and external clients.  Activities and professional responsibilities include:
· Pitching and tendering – providing and proofing content, tracking the volume of pitches and tenders and reporting

· Researching prospective clients - trend spotting, competitive analysis and spread sheet analysis 
· Working closely with Matheson’s Marketing team in relation to mailing lists, brochures, etc.

· Reporting for management of the firm – financials and detailed analysis

· Providing business development information utilised in the promotion process for associates and partners
Heenan Blaikie, Toronto | Legal Assistant


2011 –2012

Worked as a legal assistant to a senior partner in the labour and employment group.  The senior partner’s practice included the representation of employers before administrative and human rights tribunals in Ontario.  The practice also included representation in collective bargaining on behalf of clients and employers in civil proceedings for wrongful dismissal.

The role required strong time management skills with regard to meeting deadlines and, for example dealing with potential strike actions in client companies.  The daily responsibilities in supporting the practice included assisting clients, managing and billing their accounts and referring work to other lawyers within the firm including queries via the Society for Human Resource Management.  Additional responsibilities included:

· Organising seminars for clients on conducting lawful investigations in the workplace

· Proof reading and liaising with the editor of the third edition of the senior partner’s labour and employment law book

Matheson Ormsby Prentice | Business Development Executive
2009 –2010

Worked as part of the Business Development Team.  The role involved carrying out research on prospective clients, analysis of financial information, assisting staff members firm-wide on the use of business development systems, preparing detailed research reports for partners in advance of external meetings and assisting the Team in preparing pitches and tenders.

Part of a project team involved in managing a large firm-wide project to roll-out a new client relationship management system.  The project team’s function was to assess how to achieve optimum usage of the system, identify related training requirements and carry out and discuss detailed analysis of the systems capabilities.  The duration of the project was approximately one year and was successfully carried out meeting its deadline.
Other Relevant Experience 
Matheson Ormsby Prentice | Legal Secretary
2008 –2009

Mason Hayes & Curran | Legal Secretary

2007 –2008
Professional Education / Academic History
· Law Society of Ireland Final Examination – First Part (“FE1”), at present I have passed seven of the eight papers

· LL.B. (Hons.) in Irish Law, Griffith College Dublin, 2015 (2:1)
· Diploma in Professional Legal Studies, Griffith College Dublin, 2010

· Irish Leaving Certificate, Alexandra College Dublin, 2001 
· Free Legal Advice Centres (“FLAC”) – volunteering with FLAC in their Employment Law Clinic since 2014
Interests

I have played tennis and golf since I was a child.  I also enjoy cycling and participated in the Ring of Kerry Charity Cycle this July.
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