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Personal Details
Name:​​    ​Marian Zefi 



Date of Birth:​

05/02/1996
 

Address:     99 Lohunda Park,

Nationality: 

Irish.


        Clonsilla,

        Dublin 15,

        Ireland.

Phone:   0872256319



Email: mario_zefi@hotmail.com 
Key Skills

An ambitious, committed and motivated professional who is a strong team player with excellent interpersonal skills and excellent secretarial and administrative skills. Possessing a proven ability to provide a high level of legal secretarial support to a strong and busy team of solicitors. Very capable with a high level of accuracy and consistency in all areas of work. Well presented, punctual, confident and can provide all the general administrative requirements of a legal firm. 
Core Skills:
Excellent planning and organisational skills which includes document management


Extensive knowledge of legal terminology and current legal knowledge to ensure compliance with legislation and legal polices.
Able to clearly communicate with both client’s and senior managers.

Exceptionally well organised.

Ability to handle confidential and sensitive information with appropriate discretion.
Excellent IT skills which includes knowledge of Microsoft Access, Excel, PowerPoint and Word.
Education & Further Training
 

2015 - 2018

LL.B. (Bachelor of Laws), Undergraduate Degree, Dublin Institute of Technology. DIT Aungier Street, Dublin 2.
Subjects year 1: Torts, Contract Law, Criminology, Criminal Law, Family Law, Core Legal Skills  (Second Class Honours, Grade 2) 
Subjects year 2: Employment Law, EU Law, Constitutional Law, Property Law, Company Law, Human Rights  (Second Class Honours, Grade 1)
Subjects year 3: Equity Law, Evidence, Administrative Law, Jurisprudence, Refugee and Immigration Law, Prison Law  (Grade to be revealed June 2018)
2010- 2014 

Blakestown Community School- Blakestown Road, Blanchardstwon, Dublin 15

Leaving Certificate Results 250 Geography C1, Biography B1, English C2, Maths D2, Engineering C3, German C2,  2 higher level and 4 ordinary. 
2014 - 2015

FETAC Level 5 Award in Pre-University Law awarded by QQI at Dunboyne College of Further Education, Dunboyne Business Park, Co Meath.
Political Studies, Criminal Law, Business Law, Legal Practice and Procedures, Safety and Health at Work, Word Processing, Work Experience   (Distinctions)
Work Experience
2015
MC Financial, Unit 9 Coolmine Industrial Estate, Clonsilla, Dublin 15
Role in firm was an internship as a Financial Secretary which involved typing and proof reading documents, answering clientele’s quarries, reading and developing knowledge for relevant arising issues for the benefit of the firm and having a general well-mannered personality to deal with the wide variety of clientele. 

Duties:

· Managing the secretarial duties in a busy office. 
· Keeping the client database up to date as well as tracking processes to ensure efficiency and compliance. 
· Organizing and maintaining clients’ personal emails, documents, and files.

· Transcribing and proof reading documentation.

· Photocopying and maintaining stationery stock.

· Understanding in financial services industry specialising in Pensions, Income Protection, Life Insurance, Serious Illness Cover and Business Protection.
· Answering and transferring calls, taking messages and managing emails.

· Photocopying correspondence, documents and other printed materials
· Close & archive files & deeds in accordance with the Records Management Policy.

· Working in a team, sometimes referring enquiries on Mortgages to the leading mortgage broker. 
· Managing and coordinating case papers & documentation for meetings as required.
2015 – still working
KFC Blanchardstown Shopping Centre. 

Part time job as a Team Member where I am responsible for ensuring adequate levels of stock, managing the tills, serving the customers, training new staff and maintaining cleanliness on the shop floor. This job has enabled me to develop excellent customer service skills as well as managing long hours in a busy environment.
Personal Details

· Coherent, polite and helpful with a smart appearance.

· Full time student in Dublin Institute of Technology studying Law.

· Member of the Law Society which regularly organises events of importance including the Irish Times Debate Grand Finale 2017 and holds fundraising events to generate funds towards charities, DIT and the Society itself and a member of the DIT Debating Society which has helped me develop strong interpersonal and communication skills.
· A general interest in Law itself, I often attend the local district court to observe the administration of Justice.

· Interests: Fitness, Football and Travelling. 
Any references required are available upon request.
