NATHALIE CAMACHO
SHERIDAN

Oghill, Monasterevin, County Kildare

nathalie.sheridan@ymail.com

086 667 86 36


EMPLOYMENT
February 2011 to date
Sustainable Energy Authority of Ireland




Wilton Park House, Wilton Place, Dublin 2
Legal and Contracts Executive / Data Protection and Information Officer 

This position involves providing assistance and support on SEAI’s legal, contractual and procurement arrangements including records keeping and contracts management. This role also involves the design and implementation of processes and procedures to ensure that this is carried out effectively and in line with best practice and good corporate governance procedures for the sector.
Procurement work:-

· 
Completing formal tender processes in compliance with public procurement legislation across a   
range of categories with particular emphasis on professional services and ICT.
· 
Coordinating and supporting programme managers in the preparation of invitation to tender 
documents and evaluation of tenders in compliance with Irish and European legislations.

•
Ensuring timely publication of notices using different 
procedures.

•
Liaising with successful and unsuccessful tenderers.
•
Ensuring competent quality execution of all regular purchasing administrative tasks.

•
Preparing and processing purchase orders in accordance with SEAI’s procurement policies and 
procedures and using Integra finance system.
•
Promoting SME access to tender competition.

•
Organised SEAI´s attendance at InterTradeIreland´s “Meet the Buyer Event” and attended same.

•
Providing on-going procurement training to employees.

Recent procurement accomplishment:-
Launched Ireland´s first SBIR (Small Business Innovation Research) competition in July 2014 in collaboration with ESB and Enterprise Ireland to develop a smart technology solution for charging electric vehicles in shared access parking areas. 

SBIR falls under the category of pre-commercial procurement (PCP). 
This procurement project involved the use of a new procedure, the design of new tender documents and managing the interests of three public bodies.

As the sole procurement representative for SEAI on this project, I gave a presentation on the competition process at the briefing event held for this competition.
Legal and contractual work:-
•
Reviewing, drafting and negotiating a wide range of contractual agreements (including 
framework agreements, provision of services and/or goods agreements, confidentiality agreements, 
sponsorships and grants).

•
Providing advice and support in the resolution of legal and contractual issues within SEAI’s various 
activities.
· 
Organising, managing and implementing innovative contract 
frameworks, procurement templates, 
policies, procedures and training. 

•
Maintaining a complete updated contracts and insurances register and ensuring regular evaluation 
of contract performance.
· 
Reporting on procurement and contractual activities.
Data Protection and Information Officer role:-
•
Providing expert advice and promoting data protection compliance and best practice in setting and maintaining standards and procedures across the organisation.

•
Ensuring that SEAI properly performs its duties and obligations under the Freedom of Information Act 2014.

•
Managing Data Protection and Freedom of Information requests and updating of policies.
•
Providing on-going training to employees on Data Protection and Freedom of Information.
•
Managing the Customers Complaints Register and liaising with heads of departments on finding a 
resolution. Updating the Complaints Procedure and Customer Charter.
•
Involved in the carrying-out of an internal audit in data protection. No high priority findings.
Other work:-
· 
Delegation of work to other team members and oversight of the work delegated.
· 
Liaising with the Department of Communications, Energy and Natural Resources on ad-hoc queries.
· 
Keeping a register of Parliamentary Questions and reporting to the Board.
· 
Communicating cross-functionally with other teams.

· 
Liaising with external auditors and legal advisors.
· 
Attending conferences, seminars and lectures on various areas of law and procurement.
August 2008 to August 2010
Bord na Móna  P.l.c





Main Street, Newbridge, County Kildare



Legal Executive-Contracts Administrator 


Reporting directly to the Head of the Legal Department with 


responsibility for:-
Legal work:-
•
Drafting and reviewing customers and suppliers contracts within an environment of diversified 
interests in the Energy, Environmental, Fuels, Horticulture and Resource Recovery sectors.  
•
Negotiating contractual terms with customers and suppliers to ensure minimum risks and 
reviewing various clauses such as, but not limited to, data protection clauses, licensing 
clauses, liability clauses.
•
Setting standard suppliers and customers contracts and standard terms and conditions in line 
with company policy.
•
Carrying out of tender process for the appointment of trademarks and patents agents.
•
Working closely with the trademarks and patents agents in relation to trademarks and patents 
issues in order to obtain adequate protection and vindicate infringements.
•
Preparing all documentations and completed all legal and tax requirements in respect of inter-
companies business and shares transfers.
•
Preparing and drafting board papers and arranging for signature.
•
Arranging completion of company secretarial filings and liaising with the CRO.
•
Preparing legal notes.
•
Communicating cross-functionally with other business branches such as the procurement team, the 
marketing team or the finance team and liaising with external auditors/legal 
advisors.
•
Attended seminars and lectures covering diverse areas of law.
Contracts Management Project work:-
· 
Identified and reviewed all existing legal contracts, identifying risks and opportunities.
•
Liaising with management in establishing an understanding of contracts management.  

•
Prepared and proposed a defined policy for contracts management which is compliant and robust, 
including engaging with business units leaders in agreeing to and implementing that policy.
•
Established a procedure for efficient and effective records management and develop a 
Records Retention Policy and maintained the documents database.
•
Prepared a Data Protection Policy.
Dec 2004 to May 2008

Arthur Cox

Earlsfort Centre, Earlsfort Terrace, Dublin 



Legal Executive for the Banking Department 

Transactional work:-

•
Drafting mortgage and charge, debenture and other security documents.
•
Reviewing constitutional documents, drafting memorandum & articles of association 
reviews, 
directors’ certificates, special resolutions, board minutes and reviewing companies’ searches.
Post-completion work:-

•
Filings with the CRO and the Revenue Commissioners within the legal registration period. 

•
Maintaining and updating post-completion checklists on closed transactions and updating the 
relevant solicitor in relation to outstanding items.
•
Dealing with all Property Registration Authority queries and drafting Memorials/Forms 17 in 
order to arrange for registration.
•
Drafting correspondence to chase-up outstanding items on closed matters.
 May-August 2007 
Secondment- In House Legal Counsel International Banking 

Merrill Lynch International Bank Limited   




Treasury Building, Lower Grand Canal Quay Street, Dublin
Responsible for providing legal and compliance guidance to Merrill Lynch management and employees in Dublin across all business areas and support functions, including responsibility for ensuring: 
•
compliance and application of applicable laws and regulations.
•
consistency with Merrill Lynch principles  and  policies (local and international).
•
coordination between Dublin legal and  compliance matters with regional and global firm practices.
May-July 2003
Editions Lamy 

21 rue Ardennes, 75935 Paris Cedex 19, France

French Law Publisher (branch of Wolters-Kluwer Group)

My responsibilities were to develop and update the data base of an encyclopedia for professionals practicing in criminal law: “Pratique Professionnel du Pénal”.  This involved weekly reviews and reporting.
Feb-May 2003 
Clifford Chance
9 place Vendome, 75038 Paris Cedex 01, France

Banking and Finance Department. Key responsibilities:

· 
Researching and advising on legal questions in relation to areas of commercial law, banking law 
and international law.
· 
Monitoring and reviewing new and existing legislation and case law.
EDUCATION 
2015
The Law Society of Ireland 

Blackhall Place, Dublin 7


Certificate in Data Protection Practice
2011
Achilles

Greenmount Office Park, Harold's Cross Rd, Harold's Cross, Dublin

Course on Understanding public sector procurement rules 
2010

Public Affairs Ireland


25 Mountjoy Square, Dublin

Certificate in Freedom of Information and Data Protection Laws and Records Management
2006-2007
The Law Society of Ireland -Final Examination First Part

Blackhall Place, Dublin 7


Successfully passed the First Irish Examination and all eight examinations to the entrance to the Law Society of Ireland

2002-2003
Université Paris I Panthéon-Sorbonne - Legal Studies Institute


12 Place du Panthéon, 75231 Paris Cedex 05, France
2001-2002
Université Paris I Panthéon-Sorbonne


12 Place du Panthéon, 75231 Paris Cedex 05, France

Master’s Degree in Comparative Law 
Dissertation:“A Comparative Analysis of French and Irish Law on Abortion” written under the supervision of Professor Pierre Legrand   Mention “Bien”



Field trip: Eight weeks at Trinity College Dublin


Incorporating English and American Law, Sociology and Politics
2000-2001
Trinity College Dublin 


College Green, Dublin 2


Erasmus Programme (one year)
1996-2000
Université Paris I Panthéon-Sorbonne 


12 Place du Panthéon, 75231 Paris Cedex 05, France

Bachelor’s Degree in Law: (“Maîtrise”)

Business Law and International Law
ADDITIONAL SKILLS & INFORMATION

Languages
French 
Fluent (native)

English 
Fluent 
Spanish 
Fluent 
Italian 
Basic

Irish 


Basic
Computers

Advanced knowledge of Microsoft Office applications and Explorer



Finance system: Integra

Interpersonal
I am patient, diplomatic and open minded and I can get along and interact successfully with a wide range of people.



Excellent written and oral communication skills developed through delivering presentations, writing reports, assignments and liaising with professionals at all levels.

Organisational
Essential to all my employment experiences.  This has helped me to perfect my efficiency, planning and working within deadlines, detail orientation and time management proficiency.
Interests
Photography- Owner of a dSLR with specific interests in portraiture and landscape
Travelling- I have travelled extensively throughout Europe and I have also visited countries such as Israel, Cuba, Japan and the United States where I enjoyed meeting new people and experiencing different cultures.


Home Design- I have always been interested in interior design and interior decorating through which I can express and develop my artistic side.

Referees

Available on request
