

CAREER SUMMARY
Highly motivated Legal Executive in a fast paced ‘New Homes’ team, specialising in the set up of new developments and high volume sales of properties. My current position is complemented by previous experience gained in commercial property and commercial litigation roles.

EDUCATION
Certificate in Banking Law and Practice, Law Society of Ireland, Oct 2012 – Feb 2013

Bachelor of Laws (LLB) (Hons), National University of Ireland Galway, 2007
Bachelor of Arts (BA) (Hons), Law and Economics, National University of Ireland Galway, 2001-2004

PROFESSIONAL EXPERIENCE 
McCann FitzGerald Solicitors, Riverside One, Sir John Rogerson’s Quay, Dublin 2

Legal Executive: October 2018 to present date

Residential Property Transactions

· Drafting contracts for sale, building agreement and ancillary contract documents. Preparing booklets of title; 

· Managing the day to day running of residential sales files. Dealing with pre-contract enquiries, help-to-buy procedures and progressing transactions with purchasers solicitors;

· Putting in place OMC transfers and lodging the transfers with the Land Registry.

· Attending at closings and completing transactions; and

· Attending to post completion items such as completion statement for clients and lenders and discharge/releases. 

Reddy Charlton Solicitors, 12 Fitzwilliam Place, Dublin 2

Legal Executive: October 2013 to September 2018
Property & Banking Department
Commercial Property Transactions

· Attending at client and all-parties’ meetings to take instructions and negotiate the terms of transactions;  
· Reviewing heads of terms, title documents, planning reports, transaction documents, development documents and security documents;

· Drafting contracts for sale, requisitions on title, escrow agreements, transfer deeds, supplemental deeds, declarations of trust, completion documents and declarations, release documents and Land Registry forms; and
· Assisting with reviewing, negotiating and drafting commercial lease documents, licences, building agreements, sub-contracts, appointment letters, collateral warranties, assignment documents, deeds of novation, guarantees, foreign legal opinions and surrender documents.
Banking and Corporate Transactions
· Assisting with reviewing and advising on security documents including settlement agreements, loan agreements, pari passu agreements, option agreements, powers of attorney, charges and debentures;
· Asset distributions arising from liquidations;

· Property due diligence in company and share sales;

· Liaising with banks and borrowers’ solicitors in respect of investigation and perfection of securities; and

· Preparing security reviews, monthly and quarterly reports for financial institutions.

Ivor Fitzpatrick & Co., Solicitors, 44-45 St. Stephen’s Green, Dublin 2

Legal Executive: May 2010 – February 2013 

Commercial Litigation Department

· Attending at client and all-parties’ meetings and negotiations;

· Drafting correspondence, warning letters and District, Circuit and High Court proceedings;

· Preparing briefs and papers for trial, discovery documents and enforcement of judgments; 

· Attending on barristers in the District, Circuit, Masters, High Court and at settlement meetings; and
· Working on a large banking litigation project:

· Managing over 1,500 files from inception to closing;

· Drafting and issuing letters and High Court proceedings;

· Liaising with solicitors, insurance companies and the Law Society of Ireland re: compliance issues;

· Working against statute of limitations deadlines;

· Preparing analysis reports for clients; and
· Enforcing judgments.
John A. Tobin Solicitors, Level 3 Cornmarket, Robert Street, Limerick
Legal Executive; Jan 2008 – Feb 2010
· Preparing briefs and general legal documentation;
· Attending client meetings in the areas of conveyancing, litigation, debt collection and insolvency;
· Liaising with solicitors, barristers and outside agencies. 
· Attending on barristers in court and the Examiner’s Office with and on behalf of solicitors. 
· Filing documentation in the Central Office and other court offices; and
· General legal office duties such as dictaphone typing, file maintenance and other ad- hoc duties in the office.
SKILLS AND ABILITIES
· Good communication skills both written and verbal together with strong interpersonal skills;
· Organisational and time management skills gained through projects, course work and prioritising tasks to meet deadlines;
· Hard working with an ability to work under pressure and great attention to detail;
· Ability to work effectively within a team or on own initiative and to take instructions from others; and
· High level of computer skills with an excellent working knowledge of Microsoft Word, Excel, PowerPoint, Outlook, legal research resources, use of Case Management systems such as iManage, Legal Evolve, Keyhouse, Legal Docs and Time Management system Axxia and Opsis.
PERSONAL INTERESTS 
· I have a keen interest in reading, music and sport; 

· I am a member of the Irish Heart Foundation and I am fully trained in the use of a Defibrillator and the administration of CPR;
· I have been part of numerous fundraising committees and I have taken part in charity cycles, mini marathons and other events.
REFERENCES 

References can be provided upon request. 
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